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PREFACE 

THIS book is not a treatise on accountancy but is what 
the title connotes — an explanation of accounting and 
cost accounting for the business man and to the end that 
he may use his records to earn greater profits. It is written 
for the business man who wants to know how best to manage 
his business and for the banker or investor who is looking for 
information by which he can understand the bookkeeping of a 
concern in which he contemplates an investment to determine 
if that bookkeeping is a mere collection of figures or a real living 
history. 

The accounting of today is veiy different from that of a 
few years past; tiie only accounting which the writer thinks 
worthy of the name is that which combines an exact book record 
of transactions with an exact book record of operations so that 
causes as well as effects may be studied. Accounting can be 
and should be constructive and not merely historical; it should 
point out wastes and lead to betterments. In short it should, 
if it is to make for better business, tell the owner or executive 
eveiy possible fact of his affairs. 

The writer's procedure has been to take first in each chapter 
a niunber of incidents drawn from an experience with some 
thousands of concerns and then to develop the subject in a 
practical way, giving the various labor-saving forms which have 
been found most efficient, and finally to show how the actual en- 
tries should be made. Thus the business man will best grasp 
the full import and will not become confused with the mere 
terms of accounting— with which formality few business men 
have very much patience. 

The incidents are drawn from many lines of business, some 
great and some small, but there are more incidents from large 
than from small business for the simple reason that the larger 
concerns have the better accoimting. But the principles illus- 
trated are universal and belong to business in general. 

Some reader may find that his particular variety of endeavor 
has not been touched upon by name, and may instantly exclaim, 
''This is of no use to me, my business is different.'' 

ai 
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PREFACE 

Let me say that yotir businees — ^no matter what it may be — 
is not different. And further, I can confidently assert that 
were it possible to include examples and forms in this volmne to 
cover every possible variety of business, that this book would 
then be of no more use to you than it now is. It might be of 
lesser utility. And for this reason: one cannot install a system 
of accounting, chapter and verse, and gain the best results. 

Each business is different in that the conditions are never 
quite alike and individual adaptations should be made from the 
universal principles. To make these adaptations, there must 
be first an understanding of the principles; and once these are 
understood, it is surprising how easy it is to cut out a system 
which will exactly fit. Therefore, if the headings on a form 
do not happen to be the headings which you need — study the 
form and discover the exact wording that will best suit you. 

The contents of this book give sufficient information for the 
formation of an efficient cost and accoimting system for any 
kind or variety of business. My general plan has been to detail 
the elements of accounting, then to make the practical applica- 
tions through the great divisions of business such as purchase, 
sale, and payment, and finally to elucidate cost accoimting in 
principle and in method and then as applied to manufacturing, 
merchandising, jobbing and the sale of personal services. 

In every case the practices recommended are the most 
modem and those which have given the most satisfaction in 
actual use. 
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CHAPTER I 

HOW MUCH ACCOUNTING YOU REALLY NEED 

ACCOUNTING may be defined in a general way as the 

/\ record of a business and is thus distinguished from book- 

'^ ^ keeping, which may be called a record of transactions. 

Accoimting cannot exist without bookkeeping, but it is 
possible for bookkeeping to be present without any proper degree 
of accoimting — ^without a system of larger record which coordi- 
nates the business factors so that the result can really be called 
a true record of the business. Sound bookkeeping is the basis 
of sound accounting. 

Sound bookkeeping is not merely elaborate bookkeeping — 
it is the opening of the right accounts for the particular business 
and the making of the entries in these accoimts. 

It is perfectly feasible to conduct a successful business with 
but the most meager of accoimts. Many men have left large 
fortunes derived from enterprises which never owned more than 
a single book. But those men lived yesterday — ^not today. 

Business by Rule of Thmnb. I recall one rather large 
lumber operator who had the simplified — almost the foolish — 
system of keeping his records. They reposed in the breast pocket 
of his coat; he explained the system to me: '"This," said he, 
fishing out an envelop covered with figures, ''is what is coming 
to me, and these," taking out a wad of bills, ''are what I owe. 
I just add my bank balance to what is coming to me and I deduct 
from it what I owe. I know just where I stand. What do I 
want with accounting?" 

Did he know where he stood? He had no method of fixing 
the price of his lumber or of detecting whether or not he was 
losing money, until the money had actually been lost. He cut 
the timber from the virgin forests, sold it at the market price, 
paid his labor and other bills and went on contentedly. 

He could manage to exist without accounts because he had 
a business which was comparatively simple in itself and in which 
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2 BUSINESS ACCOUNTANCY 

the price was fixed by outside conditions. The market gave 
him a margin of profit; but, had the market fallen, he would not 
have known how to trim himself to make money under the 
new conditions. 

Such men undoubtedly can get on in some fashion or other 
without real accounting. We know that because they do — 
and we also know that they are not safe risks. They will usually 
be found to have a geographical or industrial situation where 
there is little or no competition. They cannot exist in keen, 
competitive times, nor can they be regarded as types for any 
man to follow; they have succeeded because natiuul conditions 
were so favorable that they could not fail unless by extraordinary 
perversity. They succeed in spite of their methods. 

Overaccounting. On the other hand it is undoubtedly 
true that not a few men have failed who have specialized in the 
accuracy of their accounts — ^have miserably failed. They have^ 
known every single fact about the bxisiness excepting one — ^the* 
how of making money. 

Overaccounting is usually caused by fitting a number 10 
system on a number 3 business or by striving for too elaborate 
a summary of unimportant detail. The cost ssrstem of the 
United States Steel Corporation or of a great automobile factory 
cannot in its entirety be superimposed on a bxisiness with a 
gross of fifteen thousand a year — ^nor of a hundred thousand a 
year for that matter. The point where it is more expensive to 
save than to lose a penny depends upon the number of times 
that penny or its fellows figures in an operation. 

The principles of good accounting do not vary, but their 
application must be tempered by common sense and the exigencies 
of the situation. The accounting should give useful, business- 
guiding results and not results which are only curiosities. 

Overaccounting is' waste. A great insurance company put 
in a new system of records at a cost of several hundred thousands 
of dollars; the design was to inform of every fact, comparison, 
and percentage. They got reams of statistics, but, in a few 
months, the executives awoke to the fact that the new sjrstem 
did not more accurately determine the vital points than had the 
old — and it used twice as many clerks. I know a concern which 
adopted a system that involved the use of 70 clerks where 30 
had before been ample and yet these 70 clerks failed absolutely 
to give accurately the critical figures. 
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PITTING IT TO YOUR BUSINESS 3 

A big manufacturing company in the East some 10 years ago 
detennined to attain an exact record of costs in every step in 
every department. This was, in itself , a commendable inten- 
tion and could have been made the basis of greater profit through 
the revealed possibilities of economy. But the cost sjnBtem 
was not tempered with common sense, it was refined to such 
a degree and took so many employees that the former profits 
of the concern were entirely absorbed in the cost finding. These 
are all extreme cases, but they go to show that good accounting 
is never imreasonable. 

The Place of Accounting. In none of the cases above was 
success due to lack of accountiog, or was failure due to the 
presence of accounting. Those who succeeded in spite of their 
methods will be among the first to fail when competition strikes. 
Those who apparently had too much accounting really had no 
accounting at all — only an abundance of figures. 

But what is accounting and what will it do for a business — 
for my business? 

Accounting is the assembling of the record of the business 
in such form that comparisons may be made and errors or wastes 
detected. It will show up true conditions, take the mysteiy 
out of profits and, by study, permit the intelligent devising of 
ways and means for greater profits. 

It will not act as the motive power of a business nor will it 
supply a deficiency in ordinary business acumen. Accounts 
are the gage and not the motor of business. An exact record of 
deeds will not substitute for the deeds any more than will a good 
intention substitute for an accomplished act. 

Accounts are useful only as they are a record of business, 
and used thus will t>ermit intelligent progress to be made upon 
a foundation of fact. They will check errors, but they will 
not automatically promote business. They will, however, enable 
any concern to know its strength and its wealmess and thus to 
build on a sure ground of profit. 

That is the function of accounting and as such it is an insep- 
arable aid to bxisiness profits and business building. 

The progress of a bxisiness without true accounts as compared 
with one which has true accounts is as the man groping in a 
dark room to the man who walks in a room flooded with sunlight. 

Fitting the Ssrstem to the Work. There are no universal 
systems. I am rather of the belief that no sjrstem at all is better 
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4 BUSINESS ACC0UNTANC5Y 

than a syBtem which is not fitted to the work Ul hand. It is 
better not to know at all than to have false information. The 
business which has no worth-while accounting will receive its 
warning signals ^frorn the outside — ^it will be discovered that 
"something is wrong'' and a search will be made for the trouble; 
but if the business has supposedly infallible accounting which is 
really not fitted to its needs, then the results and not the outside 
warnings will alone be heeded — and then it may be too late. 

But the business which has its accounting on a firm basis — 
on both the commercial and the cost sides — ^is on a sure founda- 
tion. If profits are not right, the cause can instantly be found 
and the remedy devised. It is never necessary to make a specu- 
lative diagnosis when the exact record of the business is unfolded. 
The weak points reveal themselves almost to the casual observer. 
No business can be considered as soun^ which do^jiotk^w 
where, how^ and why it makes ajrofit. Therefore, althou^ 
propCT" accounting ^w^QT not" suBstitute Tor biisiness brains, it 
will help mediocre brains into a higher class and will show the 
fine brains previoxisly imknown avenues of progress. 

The system of accounting adopted must be devised to suit 
the needs of the business. That is step one. Step two is almost 
equally important; it is gently to fit the new procedure on the 
established business. 

Growing into the System. Systems of accounting are not 
often '^put in." The best system in the world — the exact sjrs- 
tem wUch the particular business requires — ^may lose all its 
efScacy by being suddenly thrust upon the ofBce. Clerks can- 
not change overnight from one system to another; they will not 
take in at once all the features of a new installation. That which 
was designed to avoid confusion may cause infinite confusion. 

Let me warn against undue enthusiasm over good accounting 
and the instant desu^ to change everything forthwith. Much 
excellent accounting work has been lost because of the shock of 
impact upon the office force. 

Even where conditions are such that quite extensive changes 
might be physically feasible, the personal element may stand in 
the way. The personal equation is to be considered in the 
speed of the installation of new systems. Trusted employees 
may resent sudden orders which tiiey do not understand, but 
they will likely take sympathetically to gradual changes which 
are made after consultation with them. 
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PITTING IT TO YOUR BUSINESS 6 

The hmnan elements are not to be neglected by the wise 
owner and it makes no difference whether the hmnan element is 
personified by one bookkeeper or by a staff of a hmidred; in 
facty one man may protest more vigorously than a hmidred. 

Putting aside the personal equation as a matter to be decided 
by the man on the spot, the size and the character of a business 
will determine the rapidity with which new methods should be 
adopted. 

_ ; the case of an ^tablished ^naiTiAfta a comp reh ensive method 
hft piATiT\wl M tEe^outset . but the steps of inLrodiigtiUll HllouTil 
5he by one and only after each step is thoroughly safe. 
In a few cases the new system can go in at once; in the average 
case from nine months to a year will be necessary, while the 
very large business will require two, three, or more years. 

Time Taken in Installation. To illustrate— a simple case 
in which the complete installation was finished in nine dajrs: 
The owner of a retail coal business which sold about 40,000 tons 
a year had discovered that he was guessing at his profits through 
most of the year. He had a large nimaber of small accounts 
totaling some 10,000 tons which were paid on the one- or two- 
dollar-a-week plan; each of these accounts was contained on a 
card and the daily payments and disbursements were entered in 
a cash book by him. 

The sjnBtem was essentially single entry, for he was without 
a method of proving the accuracy of the results, except that 
twice a year he took an inventory and from the results of that 
inventory he decided what his profit had been for the previous 
six months. He always had to wait six months to know where 
he stood — and six months is a long time to travel on guesswork 
in the modem business world. 

The new installation was very simple; instead of the cards 
and the cash journal, we substituted a daily sheet typed by a 
girl in two hoims. (The handwritten entries had taken four 
hoims.) The sheet with the tonnage of sales was posted to a 
ledger account where it met the previoxisly posted record of 
tons purchased. But taking off the ledger a statement of coal 
remaining on hand would not have been accurate because stored 
coal shrinks in tonnage; the subtraction of the coal sold from the 
coal purchased would not have given the tonnage in the yard. 

By a series of experiments we found that 40,000 tons shrunk 
about 600 tons while stored, which gave a figure of about 5 cents 
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6 BUSINESS ACCOUNTANCY 

a ton to be added to the cost of the coal sold, to determine the 
value of the remammg contents of the bunkers from the ledger. 
A careful study was made of the selUng expense^ an unportant 
part of which was the depreciation and upkeep of the delivery 
automobiles; and thereby the overhead was determined. (The 
definition of all these various accounts will be found in detail in 
the subsequent portions of this volume.) By knowing these 
factors it was possible to determine at the end of each month 
the exact profit for that month and to discover many of the 
operating mistakes that had been made. 

A Common Failing. The owner, and this illustrates a 
common failing, became so enamored of his cost sjrstem that 
he wanted it finiher developed so that his exact standing and 
profit at the end of each business day could be had. But his 
business did not require such minute accounting and the proper 
calculation for daily balances would have required the services 
of at least two more bookkeepers in addition to the two who were 
already employed. He was dissuaded from the adventure in 
overaccounting. 

It was discovered that the profit was $2 a ton gross and $1 
net. He had previously been under the impression that his 
profits were much lower. Both the owner and the clerks were 
in complete sympathy with the new methods and the time con- 
sumed in instAlling was only that necessary to complete esti- 
mates of coal shrinkage and to train the bookkeepers. 

Difficulties in Installation. A fair-sized gas-making plant 
o£fers an example of the middle class of difiScully. The general 
character of the bookkeeping of a public service corporation in 
most states is r^ulated by commission and therefore certain 
phases could not be touched. The principal object was more 
accurately to determine costs. These are of particular import 
in a gas plant, for the gas itself, although supposedly the main 
product, is not the source of the greatest revenue; that is found 
in the by-products — coke, ammonia, and so on. 

The first step here was the installation of a voucher register 
which was a combination ledger and distribution joumaL Then 
the organization of the office records was gradiially completed 
and a start made on the manufacturing cost system, first on the 
gas and later on the by-products. At the end of nine months 
the new system was all in with the unqualified approval of the 
managers, clerical force, and foremen. 
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PITTING IT TO YOUR BUSINESS 7 

In a large chemical house, the bookkeepuxg methods have 
been in process of reorganization tlirough several years without 
having yet been completed and also without the loss of any time 
that might have been saved. This concern has five plants in 
different parts of the country, branch selling offices in most of 
the large cities, and numerous additional selling agencies. 

The old system of accounting had not given the right dis- 
tribution of expenses; throughout the whole organizati(m, the 
selling, the administrative, and many of the manufacturing 
expenses were improperly merged. It was impossible to make 
a sweeping change which the thousands of clerks could imme- 
diately comprehend, or indeed to plan any radical change and 
execute it without a fear that some mistakes had been made in 
the design— the operation was so big. 

The desire bdiind the changes was to bring the accounts 
of all branches to control at the central office where the execu- 
tives might have constant and comprehensive knowledge of the 
whole biisiness. Instead of beginning at the central office, only 
a few changes were made there at the outset and the attention 
was given to the branches, each, in turn, being gradually re- 
vamped. Thus when the final improvements were made in 
the home office, the branch offices had already become thoroughly 
accustomed to the new order. 

Unless you have your business well in hand and it is com- 
paratively small, do not **put in*' anew system— instead, plan 
your new system as a whole, but adopt it, bit by bit, preferably 
after conference with your employees. 

What Is the Best System? Just as the best accounting 
will be the result of a development ill its installation, so the new 
business will find that it cannot adopt all of any system at the 
very beginning of its career. Otherwise it may be found that 
the dealings are being shaped to the system instead of the system 
to the dealings. There are examples of this all about us. 

It may be given as a general principle that jJie best system 
of accoun ^^Tig i<f th at which will give th ^ [pnflfi ^^^^»^^^ "^ 
wil.n ^pft l ^t fi^ff^ai yprk . 6ood accounting is not necessarily 
compl^. More ihan likely the reverse will be true. One must 
be on one's guard against the seductiveness of elaborate account- 
ing. I have already urged this point. 

Becaiise business is multifarious, accounting is multifarious, 
and the number of good systems is limited only by the conditions 
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and kind of the business. It is the same with cost sjrstems. 
There is no sample stock from which an exact system may be 
picked; accomiting and costs sjnstems are made to order and not 
ready-made affairs — if a respectable fit is to be hoped for. 

Basic Principles that Clarify. Running through all 
proper systems of accounting are certain basic principles. The 
understanding of these principles will enable the adoption of the 
needed elaboration of accounting both at the beginning of the 
business and from time to time as the business develops. And 
an understanding of principles will take away much of the 
mystery which too often siu'rounds the books. An '^intelligent 
record'' and a "comprehensible record'' should be synonymous. 

But becaiise accounting methods must be made to fit a par- 
ticular business, do not imagine that the principles vary. The 
principles are unchanging. From this book any man should be 
able to pick out something that suits him. 

It is a common error for the retailer with a small house and 
a single bookkeeper to declare: ''Oh, that is all well enough, but 
I am not big enough for those things. " 

I have heard this condemnation of an excellent system 
because the writer mentioned a ''purchasing department" and 
the speaker had not an establishment of sufficient size to warrant 
a purchasing agent. He did not see that "purchasing depart- 
ment" was but a term of convenience and that the maxims of 
purchasing given would hold for any man who bought — that 
the book was talking about the science of purchasing and not of 
mere departmental division. 

Throughout this book most of the examples are taken from 
fairly large and representative rather than from small biisinesses, 
but the selection is thus made only because the larger business 
commonly has better accoimting methods than the smaller. The 
greatest lessons for the small business are to be taken from suc- 
cessful enterprise, and successful enterprise cannot long be 
small. One does not seek a teacher among those who know 
less than oneself about a subject. The real instruction is to be 
found among those who have met and conquered the prob- 
lems which we may now be facing. 

The ' 'Ready-Made " Systems. Again, no man should seek 
a ready-made system of accounts and adopt it by rule rather than 
by reason; any business man can master the science of his 
accounts. He may not care actually to make the entries nor 
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even to be able to make them; but he should know the why of 
every detail; otherwise he cannot exercise that control over the 
accoimting which an executive must have. 

Therefore, do not seek a form which will just about fill your 
bill; find out the reason behind the form, and then design one 
which will exactly suit you. It is not hard to do. 

This book, of necessity, starts at the very beginning of the 
subject of accoimting, and the opening chapters deal with simple 
elementary bookkeeping. Many readers will not be interested 
in this primary matter, but in order to make a cohesive whole 
it is necessary to assume that the reader begins without the 
slightest knowledge of either bookkeeping or accoimting. Then 
we proceed, step by step, to the more advanced practice. 

In every case the incidents and examples which are given are 
taken from the experience of the writer. For obvious reasons, 
the names of the firms from whose history the examples are 
cited are not given in the text. 
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CHAPTER n^ 

HOW ACCOUNTANCY CAN AFFECT 
YOUR PROFITS 

I HAVE endeavored to impress in the preceding chapter that 
accountancy is not the motive force of a business — it will 
not create business — and it cannot be too strongly empha- 
sized that good accountancy (in which is included a thorough 
and comprehensive cost sjrstem) will never supply the lack of 
ordinary business acimaen. 

How, then, if it will not promote business, will it aid profits? 

The business man is very properly not interested in any 
study of business which will not directly or indirectly contribute 
to the success of his own commercial activities, and the ordinary 
expression of success in commerce is summed up in the word 
"profit." A proper system of accountancy and cost will deter- 
mine how and where profits or losses occur, and thus, by taking 
the proceedings out of the dark and into the light, permit a 
study which will lead to a further strengthening of the strong 
points and to a bolstering up of the weak points. 

That is the function of accountancy and any system which 
does not eventually produce such an exhibition is bad. If the 
basis of profit is known, then the profit itself may be studied in 
an exact, scientific manner. 

The Federal Trade Commission, in almost its initial study, 
found that fully 100,000 American corporations were running at 
an annual loss, because they did not have proper methods of 
accoimting and cost finding, and that of 250,000 corporations 
engaged in trade and industry in the United States, scarcely 
one qxiarter were making profits of $5,000 a year or more. 

What Is Meant by "Turnover" and 'Trofit." The 
question as to what constitutes a fair and proper margin of 
profit on sales is one which cannot be answered dogmatically, 
for necessarily it varies with the natiu*e of the business under 

10 
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THE EFFECT ON PROFITS 11 

consideration. However, certain fundamental conditions gov- 
ern a discussion of the adequacy of return upon capital invested. 

The frequency or rate of "turnover^' in either manufacturing 
or merchandising is an important factor in determining the 
margin of profit, but it is not all-controlling. By ''rate of turn- 
over*' is generally meant simply the activity of that portion of 
the capital invested which is contained in the value of the 
inventory. 

This represents but a part of the enterprise's assets and not 
the entire wealth or resources engaged in the given business. 
It is necessary, therefore, to go beyond the rate of turnover and 
to consider the relation which gross sales bear to capital invest- 
ment in a well-conducted and normal manufacturing business. 

Typical Figures in Various Lines. To illustrate the point 
the following tabulations have been prepared from available 
statistics which indicate for various industries — ^first, th g^maiy n 
of profit on sales; second, fhi^^r^n ^^ gj^^^ a^i^ fy% napifQi 
ipves^ aeat; and, third, the equivalent of the profit expressed^ 
rate of return on the capital. 

The figures do not express an ideal or a standard, but merely 
the average condition found in the cases examined: 

Agricultural implements 10.5% 0.57 6.0% 

Automobiles 9.9% 1.44 14.3% 

Boots and shoes 5.9% 2.30 13.8% 

Canning and preserves 9.0% 1.32 12.0% 

C3ement 14.0% 0.34 4.8% 

Cotton goods 6.5% 0.76 4.9% 

Electrical machinery 117% 0.84 9.8% 

Foundry and machine shop 114% 0.83 9.5% 

Leather 6.1% 0.99 6.0% 

Paint and varnish 12.1% 1.20 14.6% 

Paper and wood pulp 9.1% 0.65 5.9% 

Pottery and terra cotta 12.4% 0.54 6.7% 

Woolen and worsted goods 5.8% 1.05 6.1% 

In reality, instead of considering, in fixing the rate of turn- 
over, merely that part of the capital expended in inventory, the 
whole capital investment is placed in relation to sales, and it 
is found that the rate of turnover then varies from as low as 
0.34 in the case of cement manufacture to 2.3 in the case of the 
boot and shoe industry. 

The rate of turnover in retail merchandising is better un- 
derstood than in manufacturing. Certain rates which may be 
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tenned standard have been compiled by the Bureau of Business 
Staadards of the A. W. Shaw Company, and are as follows: 

Type of Store* Average number of turnovers obtained annually 

Grocery 10 

Department 7 

Variety goods 6 

Drug 4.6 

Dry goods 4 

Hardware 3.6 

Furniture 8 

Shoe 2.1 

Clothing 2 

Jewehry 1.6 

From the books of several hundred stores carrjring depart- 
mentalized stocks, averages for 12 standard lines were obtained 
as shown below: 

line** Average number of turnovers obtained annually 

Notions 9 

CJorsets • 8 

Women's ready-to-wear 6 

Wall paper 4.2 

Men's furnishings 4.2 

Underwear , 4.1 

Hosiery 4 

Gloves 3.6 

Dress goods 3.2 

Silks 3.1 

Domestics 3 

Carpets 1.5 

Naturally any question of legitimate or required profit on 
sales mxist involve a consideration of the rate of turnover of the 
entire capital; for^ in eventual analysis, profit expressed as rate 
of return on capital is the controlling consideration. 

Guessing at Profits. To express profit properly does not 
require, in most cases, elaborate accounting or cost systems, but 
it does require a coordination in accounting which will insure 
that the result really denotes profit. Such a statement seems 
almost puerile^ and so it would be were it not that only a trifling 



*The turnovers are for the complete stocks and have no reference to either 
the character or the number of lines earned. 

**These average turnovers are for tjrpical lines and bear no relation to the 
turns normally obtained throu|^ complete store stocks. 
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percentage of our business men know their profits with exact- 
ness. It is not too much to say that keen, competitive com- 
merce cannot be carried on without an exact knowledge of profits 
— ^not merely of gross profits, but of the profit on each article 
sold and of the profit on each manner of sale. 

The problem of profits runs quickly into cost accounting; 
an accurate set of books quickly breeds, and in fact is not com- 
plete without, an equally comprehensive system of cost finding. 
Particularly is this the case in any line of business where the 
profits have been abnormal and then competition has brought 
in an era of price cutting. Such was the situation not long since 
in one of the most important manufacturing industries in this 
country. It was afiSicted with the price-cutting fever. 

Up to four or five years ago the industry as a whole had 
shown comfortable profits, despite slack manufacturing methods. 
A very small amoimt of capital was necessary to equip a plant, 
and the profits were so alluring that the field became crowded. 

In a short while the profits dropped to little or nothing. 
The more progressive firms pulled in their slack and managed 
to survive. The others went to the wall. The price cutting 
continued with but slightly abated zeal. 

Handling Price-Cutting Methods. The manufacturers 
formed an association to further the interests of the industry, 
and the price-cutting evil came up for discussion at almost 
every meeting. With the elimination of the weaker firms there 
was indication that sufiKcient demand had been created by the 
reduction of prices from the old false level to keep the plants 
going at reasonably remunerative figures. 

The various members of the association appreciated the vital 
need of close cooperation, and many plans for working together 
were talked over and tried. All the plans fell through, however, 
because all were completely ignorant of costs. 

Several of the plants had tried out cost systems, but in 
every case they had unfortunately picked incompetent cost 
accountants and had thus gained no tangible results. 

One plant, the largest, had made two essays at acciuate 
costs. The first attempt' was by outside talent and the costs — 
largely a compilation of arbitrarily picked figures— showed that 
a profit was being secured on every article. The "profit and 
loss account'' at the end of the year demonstrated this to be 
not only false reasoning but ridiculous as weU. 
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Another attempt, made by their own people, had exactly 
the opposite result — ^they apparently lost money on everything 
they made. This again was out of the question, as they would 
have been bankrupt in a few years on the basis of the figures 
shown, instead of which they were just '^getting by/' It was 
apparent that it was necessary to get on a sound basis at once. 

Ignorance of Costs Encourages Price Cutting. The other 
members, although likewise imf ortunate in their experience with 
cost systems, saw the importance of getting some idea of pro- 
duction costs, but as they lacked dependable information of the 
various elements that entered into the final cost of their goods, 
the price cutting proceeded merrily. 

For instance, A would estimate that a certain article cost 
him $4.50, and would quote on that basis. B would hear of this 
quotation and immediately figure that if it cost A $4.50 with 
his big ofBce force, he (B) could make it for $4.25. Then C 
would opine that if B could make it for $4.25, with the big salaries 
B paid his executives, he could make it for $4.10. Then D con- 
ceived that he could make it for $4 because C had such a large 
advertising expense. And finally E, who had a small factory 
and acted as superintendent and foreman of all departments, 
became sure that he could sell at $3.85. A, who originally figured 
his cost at $4.50, now beUeved that with his big production and 
efficiently run factory he could go to $3.75 if E could "inake 
them at $3.85. 

In order to revive an interest in dependable costs, the asso- 
ciation had each member submit his own estimate of the costs 
of the elements in one article which was made by all. 

The result was astounding. It showed a variation from the 
highest to the lowest of about 25% of the average cost. And 
this with labor cost— which had been set by the union— exactly 
the samel 

The big plant took immediate action. A report was made 
for them by outsiders suggesting a simple cost method. The 
report was accepted and work of installation begun at once. In 
four months final costs were made up — ^not entirely accurate, of 
course, for the period during which the cost data was collected 
was too short to give dependable averages — ^but sufficiently near 
the truth to convince the management that they had something 
that would eventually give them usable records on which to base 
their selling prices. 
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The more progressive members of the association soon fell 
into line^ and now imiform cost methods are being installed in 
a number of plants. These have all advanced their prices to 
scxnewhere near their costs on the articles which they were 
formerly selling at a loss. The plants report that they are get- 
ting these prices in spite of the fact that some of the advances 
were quite heavy. 

In many cases the accounting is so deficient that profits are 
the veriest matter of guess — and the guess is always far above 
the real mark. Take a case in point which will serve well to 
emphasize the dangers of any haphazard method. 

A Concrete Example. A coal operator had leased a mine 
for a short term, on the condition that if he succeeded in making 
the mine a profitable enterprise, he would be given a long-term 
lease. The first year's production was 60,000 tons. He calcu- 
lated that he made a doUar a ton profit; that is, $60,000. But 
he knew that he had withdrawn for his own uses the simx of 
$5,000, and therefore he conveniently arrived at the conclusion 
that his net profit for the year was $55,000; but he did not have 
$55,000, or any sum resembling $55,000 in the bank. He called 
in an accountant to find out what had happened to his money. 

His books were remarkable. They were a cross between 
double entry and single entry. The young woman who acted as 
bookkeeper credited or debited according to her mood of the 
moment, and entirely without relation to whence the money 
had come or whither it went. 

The proprietor, in arriving at his calculation of profit, had 
necessarily been quite independent of his crazy books, and had 
reached the profit of $1 a ton by some sentimental course of 
reasoning. He had neglected almost every charge that could 
be neglected. He had not charged himself with labor, which 
reduced his fanciful $55,000 by the neat sum of $30,000. He 
had not reckoned merchandise purchased or the lumber used in 
props or shoring. Neither had he charged o£f any portion of 
the investment in additional equipment which he had been 
forced to make before he began to mine. There had been no 
check on expenditiu*e. He had decided on each expenditure and 
the amount thereof purely with regard to the necessities of the 
moment and without relation to the progress of the business. 

What His Profits Really Were. It came out that he had 
actually made a profit of 25 cents a ton and not a dollar^ and 
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that his total profits were $14,000 and not $55,000. When the 
statement of the actual conduct of his business was before hinii 
instantly he discovered numerous places at which economies 
might have been effected He was amazed to see he had over- 
looked wastes which seemed so obvious when set forth in clear 
figures. His case was not unusual; although a man of con- 
siderable means, he had never before seen a statement of any 
business in which he was concerned, and also he had never 
made up a statement of his own personal affairs by other than 
the "rule of thumb'' method. 

If a vaguely conceived and totally inaccurate statement 
discloses a large profit, it is only hmnan nature for the proprietor 
to have a profound sense of self-satisfaction; he will not be 
inclined to inquire into the *'why'' or '*how" of the supposed 
profit, or to make a real effort to improve the business. But 
if the statement be accurate, the why and how of the profit will 
appear, and the items being separated, comparisons with previous 
years will be promoted and investigation invited. 

r Locating the Profitable Business. The data furnished 
must not only arouse the emotion of the executive, but guide 
him immediately to the spot where action is needed. The 
development of the following account from Ixmip sums to details 
shows how an executive may or may not locate the profit items. 
It is taken from manufactiuing, but the thought holds equally 
for merchandising. The profit or loss statement of a concern 
was as follows: 

Sales $100,000 

Manufacturing cost 90,000 

Selling expense 7,000 

Net profit $3 ,000 

A net profit of $3,000 on total sales of $100,000 is certamly not 
satisfactory and is quite sufficient to caxise the ordering of a 
general investigation. But unless the accounts are well ordered, 
this general investigation will be a long task and the executive 
is more than likely to put down the small profit to some business 
condition, such as close competition or the like, and pray that 
the next year will be better. 

The above concern dealt in three commodities. If, instead 
of using a statement such as the above, one similar in form to 
the following had been made, considerably more light would 
have been thrown on the situation. 
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Commodity Commodity Commodity 

ABC Total 

Sales $50,000 $30,000 $20,000 $100,000 

Manufacturing cost 48,000 25,000 17,000 90,000 

Selling expense 3,500 2,100 1,400 7,000 

Profit $2,900 $1,600 $3,000 

Loss $1,500 

By merely separating the three commodities it appears that 
on one there was a loss, on another a fair profit and on the third 
an excellent profit. But here again this statement is deficient, 
for the information given to the executive concerns only one 
phase of the business; that is, the sales policy, from which it 
might appear that it would be well to drop the manufacture of 
the commodity upon which a loss had been sustained. But 
there is no indicator in this statement as to the efficiency of 
operating nor any sign that the item of manufacturing cost may 
not be higher than the average, due to low production, to extrava- 
gance in operating, to extraordinary expenditure, or to any of 
the many elements which go to make up mani^acturing cost 
and which might be controlled or reduced. 

Statements on a Unit Basis. This difficulty would be 
avoided if the statement were reduced to a unit basis. 

CJommodity Commodity Commodity 

ABC Total 

Sales $50,000 $30,000 $20,000 $100,000 

Manufacturing cost 47,000 23,500 16,500 87,000 

Selling expense 3,500 2,100 1,400 7,000 

Profit $4,400 $2,100 $6,000 

Loss $500 

Loss due to abnormal expenses 3,000 

Net profit $3,000 

This statement permits the executive to place the blame for 
some of the low profit to excessive expense cost and possibly to 
some items that caused the increase. Therefore, he summons 
his superintendent and points out to him the weak spots. Now 
the superintendent is in trouble, for who among his foremen is 
responsible? Unless he has an exact means of determining the 
responsibility, he will either drop the matter at once or he will 
take all the foremen earnestly and impartially through a course 
of sprouts, and thereby probably cause general dissatisfaction. 
Had there been a subsidiary departmental expense report, the 
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blame could have been fixed, 
as follows: 



Such a report would have read 



Department 1. 
Department 2. 
Departments. 

Department 4. 

Departments. 
Department 6. 
Department 7. 



Gain 
$200 



225 



200 



$625 



Loss 


Explanation 




Large production 


% 375 


Heavy repairs 


2,050 


Heavy spoilage and 




low production 




Low non-productive 




labor 


600 






Increased production 


700 


Low production 


93,625 




.S3,000 





Net loss due to abnormal expenses. 

This subsidiary report would have led the executive to have 
at once placed the responsibility for the abnormal expense cost 
to the heavy spoilage and low production in department 3, and 
therefore he could immediately, upon reading the statement, 
have tiuned to the subsidiary statement for the exact cause of 
the loss and have devised a quick remedy. 

Labor Efficiency. The expense cost is not the only feature 
that should be reduced to a unit basis. Under most cost meth- 
ods, the labor cost of the articles produced is so hidden in a 
mass of detail that it is exceedingly difficult, if not impossible, 
to get a comprehensive view of the labor efficiency of a depart- 
ment and the actual ability of the responsible foreman. The 
ultimate development of unit labor cost is piece work, because 
then there can be no variation in labor cost. Under a bonus or 
premiiun plan, a limited means of measuring labor efficiency is 
given by efficiency percentages in each department and the 
executive would get another report something like this, which 
will be found valuable as a means of comparison. 

Labor efficiency 

Department 1 75% 

Department 2 88% 

Department 3 92% 

Department 4 105% 

Department 5 101% 

Department 6 103% 

These efficiency percentages are very valuable for compari- 
sons, but they are hard to translate into terms of dollars and 
cents, while a labor cost report of the departments will give the 
exact trouble in terms of money, thus: 
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$30,000 


$20,000 


$100,000 


23,500 


15,900 


85,400 


2,100 


1,400 


7,000 
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Gain Loss 

Department 1 $ 125 

Department 2 226 

Department 3 2,460 

Department 4 $ 300 

Department 6 700 

Department 6 200 

$1,200 S2,800 

It is plainly evident that pressure should be brought to bear 
on department 3 if a normal profit throughout the whole concern 
is to be realized. Bringing back all of these reports to the 
final statement, the proper profit or loss statement in this case 
would be thus: 

Commodity Commodity Commodity 

ABC Total 

Sales $50,000 

Manufacturing cost 46,000 

Selling expense 3,600 

Profit $500 $4,400 $2,700 $7,600 

Loss due to abnormal expenses $3,000 

Loss due to labor ineflBciency 1,600 

Net profit $3,000 

This report exhibits to the executive at the first glance the 
difficulties with the business. Instead of being forced to wonder 
why the total profit is so small, he will see at once that the loss 
is due to abnormal expenses and to labor inefficiency; in other 
words, that the sales department is not so much to blame as the 
manufacturing end. He does not need to speculate on the 
abnormal expense item nor to generalize to his subordinates. 
He can point out inunediately from the subsidiary statements 
that departments 2, 3, 5, and 6 are running much higher than 
usual and then the subsidiary labor report illiuninates that item. 

The above is a very simple case, but it illustrates exactly why 
proper and continued profits are not to be expected without 
accurate accounting. 

Expense Analysis. Take another case. In the old state- 
ments and among those who today are not familiar with modem 
accoimting methods, one meets such titles as '' general expense'^ 
or '^ selling expense," into which items sink the expenses caused 
by errors of judgment or extravagance and which have remained 
hidden from executive eyes imtil, at the end of the year, they 
merge into the profit and loss account and thus pass unheralded 
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into eternity. But suppose there exists a skilfully arranged 
expense analysis of operations, whereby comparison is made 
monthly with the results obtained in the previous months and 
during the same period in previous years. Then extravagance 
comes to light for intensive contemplation. 

A concern which was operating in a semipublic service 
capacity foimd that in order to meet competition it would be 
necessary to adopt a Uberal policy in deliveries and also to adver- 
tise quite heavily. The new policy was adopted in desperation 
and almost in the dark. Then the directors and the executives 
determined that they must know exactly where they stood. 
They had an audit of the business made by outside accountants, 
who also installed a new method of accounting which exhibited 
all phases of operating cost and not merely those related to 
materials or labor. 

The previous accountancy on materials and labor had been 
fairly good, but the remaining expenditures had been tossed 
together imder the imillimiinating title of "general expense. '* 
The new method analyzed this general expense and brought 
revelation after revelation, and in their trail economies which 
ranged from the elimination of elaborate personal stationery 
bought in small lots for unimportant executives, to an overUberal 
entertainment account, excessive telephone calls, taxi bills, and 
the like. So great were the economies effected by cutting out 
useless expense, that enough money was saved to pay for the 
added charges imder the new plan of operation and also for the 
advertising campaign. Out of the increased business which 
these progressive methods brought, a further profit has now 
been obtained. 

Analyzing Selling and Freight. Another company foimd 
that its profit was small, although the sales had been very large. 
Among the high expenses were "selling'' and "freight.'' It was 
the custom in that business to pay freight costs. The freight 
item is seldom analyzed or distributed, but this item was so 
large here that an investigation was made and it was apportioned 
territorially. Then it was discovered that in shipments to the 
Pacific Coast there was an actual loss on every poimd of goods 
sold. Further digging brought out that not only was there a 
loss on these shipments insofar as freight was concerned, but 
it also demonstrated that it was an actual loss to send sales- 
men over the great distances. 
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As a consequence of these figures, an arrangement was made 
with a wholesale house m the West to handle the company's 
products on a basis of f • o. b. point of manufacture. The agent 
was selling other lines and could distribute the expense of sales- 
men among a large niunber of high-priced products and also 
could make a satisfactory agent's profit by so organizing his 
shipping as to be able to ship the goods in carload lots to the 
Coast and reshipping in mixed consignments. 

A Small Item, but Nevertheless Important. A company 
which required and rented considerable additional storage facili- 
ties from time to time during the year, had on its property a 
dwelling house. This it rented to an employee. When the 
annual statement came through, it showed that the company 
was both pa}dng and receiving rent. The executives had not 
before thought of the situation in that light. They then found 
that the dwelling house contained sufficient storage space to 
make it more profitable to store goods therein than to rent it 
for dwelling pxuposes at the price the company was compelled 
to pay for storage outside. 

Here is another case in which accountancy demonstrated 
that it was cheaper to borrow money than to increase capital. 

A group of men who had been for years in executive capacities 
decided to pool their resources and start a business of their own. 
Thoroughly knowing the selling field and also the manufacturing 
end, they decided that they could sell about $600,000 worth of 
goods dxu'ing the first year. They found that they could build 
and equip a plant sufficient to handle such a voliune or even a 
larger voliune with an outlay of $100,000. 

In this business the manufactming cost was light as com- 
pared with the cost of the raw materials and the selling expense. 
It was peculiarly a seasonal business. Their purchases would 
extend over a period of nine months, during which time they 
woxild need a smn of $400,000 at the "peak" point of piu-chases, 
but this siun would be utiUzed gradually and in dividing the 
entire siun by the actual time employed, it appeared that they 
would require $400,000 for three months. That is, the interest 
charges on all the money that they would require during nine 
months would amount to interest on $400,000 during three 
months. This was worked out on an accountancy basis and it 
was settled that they would contribute $100,000 working capital 
and borrow $300,000. 
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The profit in their first year of businees was $14,000, being 
low on account of the initial selling and organization expenses 
of the new business, but this was equal to 14% on the con- 
tributed working capital, the borrowed money costing them 
$4,500 in interest. 

How the Deal Might Have Turned Out. Now, suppose 
these men had not had a proper exhibit of their contemplated 
business before them. Suppose they had not planned accurately 
ahead and had themselves contributed enough working capital 
to conduct the business. It so happened that th^ were amply 
able to contribute the capital, had th^ so desired. Had th^ 
themselves put in the $300,000 instead of borrowing it, they 
would have saved $4,500 in interest paid and therefore the net 
profit would have been increased to $18,500. This would have 
given a net profit of 4.6% on a working capital of $400,000 as 
against 14% on $100,000. 

The $300,000 which they did not put into the business, but 
held in reserve in their own individual strong boxes, they found 
had netted them as individuals an average income of 5)^% or 
$16,500. Therefore by using borrowed money instead of their 
own money they made $12,000 over and above what they would 
have made had ihey imdertaken to finance themselves. That 
is, mingling for the moment the funds which they placed in the 
company and the fimds which they kept for themselves, they 
had a net profit of 7.6% as against a possible 4.6%. 

Flamiing the Business Ahead. Had these men not been 
in possession of a lucid system of accounts, it is safe to say that 
they could never have discovered the profit that lurked in bor- 
rowed money and certainly they could never have borrowed the 
monqr had they not been able to put their case conclusively 
before the note broker or financiers in detailed figures to prove the 
soundness of their enterprise as well as their business judgment. 

The whole financial structiu*e of any business is foimded on 
the accoimting — ^not merely on the tabulation of the receipts 
and the expenditures^ but on that coordination which permits an 
intelligent grasping of relations and therefore a coordination of 
the work in hand, the moneys, and the profits. In other words, 
it permits planning. 

Planning is more than a device to promote regular deliveries; 
it has greater commercial value than securing the good will of 
customers; planning is the very pith of profitable business. 
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Manufacture is a form of wealth production which operates 
by increasing the utility of the raw material it receives. In 
the process, part of the increased value becomes the compensa- 
tion for the success of the venture and its impetus as well 

Capital is involved in the scheme, but the capital is of two 
very distinct kinds, namely, fixed and fluid. The fixed capital 
is represented by buildings and equipment; the fluid is usually 
known as the working capital. Inniunerable — ^indeed most — 
commercial difficulties or failures are traceable to inadequate, 
insufficient, or insolvent working capital. 

The provision and disposition of working capital is the 
essence of commercial success. And here it is that the connection 
is foimd between planning and finance. 

Planning operates chiefly to conserve the engagement of 
working capital, to expedite its retiurn to the initial point of that 
cycle represented by the processing and sale of goods or mer- 
chandise. It is directed primarily to minimize the capital 
represented by goods in process and to accelerate the turnover. 

Rapid Development Demands Plenty Capital. A com- 
pany hiEul been about doubling the volume of its business yearly 
for almost a decade. The greatest worriment which accompanied 
this rapid development was the provision of sufficient working 
capital. The situation became so acute that outside advice was 
sought and, as a result, an examination was made of the con- 
ditions, and from it the following facts were developed: 

The process inventory amounted to about $800,000. The 
rate of production was about $300,000 a month in terms of cost 
value of finished product. The average turnover is indicated 
by the following formula: $800,000 +$300,000 -2.6 months, or 
80 days. The company carried no finished stock but delivered 
directly from manufacture. 

Careful study of the processes and the time elements revealed 
that a very workable tiunover would be about 30 days. They 
needed the tight control and coordination of a planning system. 

A simple but effective scheme of planning was installed and 
in the course of a year the same volume of production ($300,000 
monthly) was carried on a process inventory of $450,000. This 
turnover is represented by this formula: $460,000 +$300,000- 
1.6 months or 46 days; a reduction of the previously prevailing 
period by 36 days— in that year the process stock was timied 
over more than twice as many times as in the previous year. 
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This meant the same profit with about half the working capital 
or twice the profit willi the same working capital, if the volume 
would again be increased. 

The foregoing examples are not given as part of a compre- 
hensive scheme by which accountancy can make for profits but 
merely as hints of the many directions in which it operates — 
to show the business man a Uttle of what mere books can do. 

The thought is this; most business ills, like most human 
ills, are due to hidden causes; until the cause is known, only 
empirical remedies can be applied. But once the cause is 
foimd, then the scientific antidote can be had. Accoimtancy 
locates the real causes and points the way to the proper remedy. 

An X-ray photograph does not of itself mend the broken 
bone, but it does tell the exact nature of the injury and permits 
the physician to proceed with precise knowledge. Accoimting 
is the X-ray of business — ^it permits the owner to diagnose and 
hence to he^l the disorder. 
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CHAPTER m 

THE ESSENTIALS OF BOOKKEEPING 

THE mechanics of bookkeeping have traveled far since the 
days when good bookkeeping had rather to do with the 
appearance of the neatly ruled, immaculately written, 
red-inked pages, than with their actual contents. The efficient 
bookkeeper was the man who never made a smudge on the 
page nor a mistake in addition or subtraction. He was not 
expected to, and, in fact, did not comprehend within his heavy 
leather voliunes more than a record of transactions. He knew 
little more about the actual condition of the business that 
employed him, than does the adding machine of today. 

I remember one such bookkeeper who was noted for his 
accuracy and faithfulness; he was held up everywhere as a 
model of his calling, and was in much demand of nights among 
lawyers to prepare the accounts of estates for them. But that 
man browsed amongst his tomes during three years while his 
concern was losing money so rapidly that it became a bankruptcy 
cropper — ^and he never even sensed that the company was in 
trouble. He had taken the figures given him by the officers, 
entered them without question, and blissfully made up bank 
statements on the strength of the figures — ^bank statements 
that would have landed him in jail had not the creditors been 
lenient, for he held the vro forma title of treasurer, and as such 
signed the statements. 

That sort of bookkeeper has passed out of the well managed, 
modem office; many of the formerly cherished records have 
also gone, and machines have largely replaced the beautiful 
chirography of old, but the fimdamental idea or theory of book- 
keeping has not changed. Whatever the present-day refine- 
ments and conveniences, they all relate back to the ancient 
asdom that every debit must have its credit — to the double 
entry system. 

Many readers are probably familiar with the f\mdamentals 
of bookkeeping, and for them a discussion, which must needs 

25 



Digitizedby 



Google 



26 BUSINESS ACOOUNTANCY 

be elementary, is scarcely necessary. The man who has passed 
the kindergarten of accoimtancy will do well to skip this chapter, 
for it is frfmkly of a primary nature. 

But there are many others who will want to brush up, even 
if ever so slightly, on their knowledge, or who, through the use 
of card systems or so-called short-cut methods have lost tradk 
of simple bookkeeping. 

Rehearsing the Primary Principles of Accounting. 
One cannot be too familiar with the primary principles; a 
surprising niunber of seemingly intricate problems resolve 
instantly into their elements when we diagnose them according 
to the maxims. 

I therefore think it best to start with the assumption that 
the reader knows nothing of bookkeeping, and then go step by 
step into the higher grades. 

I have chosen my examples largely from manufactiuing, 
but only because the concern which both manufactures and seUs 
has nearly all the problems of bookkeeping. The fundamentals 
do not change with the character of the business. The man 
who learns fimdamentals from examples drawn from a business 
of a type different from his own, will know these principles far 
better than if he studied them in his own affairs. 

No one can intelligently use a set of forms imless he also 
knows all of the reasons behind the forms. No end of failures 
result from the unquestioning adoption of standard methods; 
for imless you know the "why" of the method, you cannot 
check your mistakes. Forms are most useful, systems are 
invaluable, but they must be taken as suggestions of better 
methods, not as substitutes for the foimdation knowledge. 

The Single Entry System. Why do we enter busmess? 
To make a profit. That is the sole end of business. The profit 
is made through the exchange of commodities for a higher price 
than that at which we purchased them, either through a sale 
of them unchanged or through a fabrication and sale; the profit 
may be concealed under another name such as commission or 
brokerage, and we may never have title to that which we sell, 
but the principles of procedure are broadly identical. We 
gain either through an added price to the buyer or by an allow- 
ance from the seller. 

Thus there are three steps in business— buying, holding for 
sale or for manufacture and sale, and selling. The steps are 
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represented by three clajsses of accounts — those with our creditors, 
those with the business, and those with our debtors or cus- 
tomers. The first and the last of these accounts are with indi- 
viduals; they tell us what we owe and what is owed to us; 
the second account is that of the operation and is with things 
instead of individuals — is with portions of the business. 

What Accounting Should Include. Accounting should 
comprehend the whole history of a business, and tell us why we 
make or lose money. If it fails in that information, it is not 
accounting. The single entry system deals only with individual 
accoimts and not with business accoimts, and therefore it does 
not give a commercial record and is not to be considered as 
accoimtmg. And the situation is not changed by having the 
single entry plan elaborated by mechanical or other contrivances; 
if there are no accoimts with the business, there can4)e no proper 
record of its affairs and we cannot know our progress. 

The system gets its name from the fact that only entries for 
individuaJs are made — they may be made in more than one place, 
but only in a single form. 

The.Basis of Proper Accounting. The basis of the ''en« 
tu^'' prop^ accoimting structure is the double entiy sjrstem of 
bookkeeping, because of its expositions and its nmnerous checks 
and saf^uards designed to reduce to a minimum the chances of 
loss through the inevitable errors and inadvertences of clerks. 

No business, no matter how small, can safely go forward 
imless controlled by some form of the double entry system. 
The single entry plan is an invitation to loss — ^to a serious loss 
of profit, serious because it will never be detected unless by 
accident, for single entry does not tell the "why" and the **how. " 
The difference between the two plans is basic; it is important to 
grasp clearly the antipodal foundations, and this can best be 
done by concrete example. 

But three books are necessary for single entry bookkeeping — 
a day book or journal, a ledger, and a check book which aJso 
acts as a cash book. Take a simple transaction. John Brown 
embarks in the business of buying and selling potatoes with a 
cash capital of $32, all of which he lays out in a stock. The 
facts covering these transactions are entered in the day book or 
journal as shown in Form 1. 

At the end of the day, these accoimts are posted to ledger 
accounts, which then appear as in Forms 2 and 3. 
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On the check book stub is recorded the reason for the drawing 
of each check, and on the opposite blank page facing the stub are 
recorded the receipts in detail. The single entry sjrstem does 
not take into recognition an initial cash capital of $32, excepting 
to record it in the check book. Under the single entry, the only 
method of arriving at profit or loss is by taking the excess of the 
assets over the liabilities, or vice versa. The assets are com- 
piled from the amounts known to be due from debtors, cash in 
hand, and inventory. The liabiUties are arrived at by footing 
up the bills which are owed. The result is the standing of the 
firm. But there being no check or fashion of proving the reckon- 
ing's accuracy, it is impossible to trace an error. 

Suppose that, in the above instance, the clerk sold potatoes 
to the value of $1.75 to one Jones, and made another sale of a 
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like amount to one James, and forgot to record either transac- 
tion in the day book or journal. At the end of the month the 
merchant would take his trial balance to discover whether he 
has lost or made money. 

He has cash in the bank to the sum of $17.50, this being the 
initial capital plus the amount paid by A. Morris and less the 
amount paid to Brown; he has on hand potatoes to the value 
of $12.80 according to their piu'chase price, making total assets 
of $30.30. Clearly his original capital has been impaired by 
a loss of $1.70. The loss is due to the f allium to record total 
sales of $3.50 to Jones and James. There is nowhere on the 
books an entry which might give a clew to the reason for the 
loss — ^it might have been due to an error or to theft; the trades- 
man can take his pick. He must rest with the knowledge that 
he has suffered a loss. 

From this very simple instance it can readily be deduced 
that any comprehensive sjrstem of acco\mting, based on single 
entry, is impossible. The oversight of the clerk in this instance 
presents endless possibilities for multipUcation as the business 
becomes more voliuninous. As the opportunity for error in- 
creases, the chances of discovering the omission become less and 
it soon becomes apparent that such a system becomes inadequate. 

The Double Entry System. The single entries did not 
reckon with other than the buying and the selling of the mer- 
chandise — they did not note that the potatoes had come into 
the business and that some of them still remained. We know 
only by actual count that some of them were on hand. In 
other words, the critical operation — ^the passing of the mer- 
chandise through the business — ^was entirely neglected. This 
defect is siippUed by the double entry system. 

In addition to the accounts with individuals, we now have 
accounts with the business itself which record the coming in and 
the passing out of merchandise and money. Th6 new acco\mts 
are called the '' business '^ or ''nominar' accounts. When we 
take anything into the business we debit one of these accounts, 
and when we withdraw anything, we make a credit. They are 
foimded on the theory that the business is an entirety in itself, 
and that the real records are not of oiu* own personal dealings, 
but of the business; in the former plan we had taken a personal 
stand — ^that only what we bought or sold was of sufficient im- 
portance to chronicle. 
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Now each portion of the business takes an accoiint of its own 
— ^merchandise, expense, sales, and so on— -recording that which 
comes in and that which goes out. Hence each transaction has 
two entries, one credit and one debit. There must be a support- 
ing debit for every credit, and vice versa. 

Debit and Credit. A debit is a characterization of that 
which comes into the business or causes something to go out 
of the business. For instance, cash is received and is therefore 
debited in the cash accoimt. The reason for the cash having 
been received is that merchandise has been sold — ^the mer- 
chandise has gone out of the business. The one offsets the 
other. A credit is given for that which goes out of the business, 
or causes something to come into the business. Cash has gone 
out of the business through the purchase of merchandise. There- 
fore the merchandise has come into the business and the debits 
and credits will always total an identical amoimt. These nomi- 
nal accoimts are the source of the checks and balances, and per- 
mit the exact location of errors. 

Operation of Double Entry. The elementary or basic 
books required in a simple system are as follows: 

1. Journal. This is identical in form with the single entry 
book of the same title, and may be used for recording purchases 
and sales other than for cash, and such adjusting and year-end 
closing entries as are needed. 

2. Cash Book — ^i^ which are recorded all of the receipts 
and disbursements; in the single entry system, these were 
covered in the check book. 

3. Ledger. This is the controlling book of the double 
entry system, and to it are posted all entries appearing in the 
journal and cash book. 

The operations just given in single entry would be recorded 
under double entry as shown in Forms 4 to 10 inclusive. 

Take these entries in detail. Merchandise has come into 
the business to the value of $32; the piu^chase, therefore, is 
recorded in the journal to the debit of merclumdise. There 
must be a corresponding credit. The goods were purchased 
from John Brown. Therrfore he receives a credit of $32. These 
two entries are to be posted to their proper accounts. The 
merchandise that has been received is posted to the merchandise 
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account in the ledger; and the credit of John Brown is posted 
to that gentleman's account. 

The sale to A. Morris receives its initial record in the journal. 
As credit has come into the business through the sale of 5 bushel& 
of potatoes to the value of $17.50, Mr. Morris is debited in the 
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joximal by that amount, and the merchandise from which his 
pxirchase was taken is credited with a like amoimt. These are 
then posted to the ledger accoimts. The merchandise having 
been moved, that account receives $17.50 credit, and Morris, 
being indebted in the sum of $17.50, appears in the ledger as an 
"account receivable" for that sum. 

The receipt of cash from A. Morris of the amoimt of his bill 
and also the payment to John Brown, are treated in exactly the 
same manner as the former transaction of merchandise, the 
initial entries going, however, into the cash book and from 
the cash book are posted to the cash account in the ledger. 
The detail accoimts of the siuns due to and from the individuals 
are closed out by these two transactions. 

The month having ended (or whatever period for closing the 
books may be chosen) a trial balance is taken off, which would 
appear as in Form IL 

This balance shows that there shoidd be merchandise on hand 
to the value of $14.50, but an actual inventory being taken, it is 
discovered that the value of the merchandise on hand is only 
$12.80. There is therefore a loss of $1.70, the reason for which 
is not disclosed. An examination of the ledger accounts, how- 
ever, shows that the loss must be there — ^merchandise has been 
removed without a record having been made. 

In the single entry system, the only fact disclosed was that 
$1.70 had in some way been lost, but by reason of the double 
entry system that missing item is traced directly to the with- 
drawal of merchandise. This leads to an inquiry, which will 
bring out the sales to Jones and James in the simi of $1.75 each, 
which the clerk had forgotten to record. 

This loss has been traced by reason of the nominal account 
of merchandise contained in the ledger. The ledger controls 
all of the detail accounts, and permits either the exact location 
or the segregation of an error. 

The Ledger. A double entry system may be compared 
with a tree, the trunk of which is the ledger and the branches the 
other recoids, wliich in^ number and in size depend upon the size 
of the business, the variety of its effort and the niunber of divi- 
sions which the lai^er or more complex business requires. 

Because in double entry every debit must have a credit, 
every posting into the ledger on the debit side of some account is 
offset by the porting c^ a like amount to another account. Con- 
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sequently, it is from the ledger that a trial balance is taken. 
The books are considered as substantially correct if the total 
of the ledger debit balances agrees with the total credit balances. 

Why * 'Subsidiary Ledgers'* are Necessary. The larger 
the business, the fewer are the items in the ledger; it would 
become unwieldy were all the items carried thereto. Instead 
are opened what are termed '^ subsidiary ledgers''; these are 
detailed accoimts, only the totals of which are carried forward 
to a general ledger. For instance, take the merchandise accoimt ; 
in the simple example above given, this accoimt carried both 
the piurchases and the sales of merchandise, and only after the 
inclusion of a physical inventory was the profit determined. 
In the larger concern, the piurchases and the sales should be car- 
ried in different accounts from which could be determined the 
amount of purchases or sales through any given period. 

Business today is complex; in many lines, the ordinary man 
must always know where he stands; he must know what is 
selling best — ^it is not enough to know sales totals. But if the 
purchases and sales of merchandise are carried wholly in the 
merchandise account, he cannot make a sales analysis without 
infinite labor in a business of even moderate size. A large 
concern may easily make 1,000 purchases a day, and 10 times 
that number of sales. 

Obviously, a single inclusive accoimt of all this merchandise 
would be so cumbersome that, unless by great effort, it would 
give no aid whatsoever to an intensive study of lines, and it 
would not even be correct in total without considerable adjust- 
ment. Neither the purchases nor the sales in this one account 
would show the goods that had been returned by one or the other 
of the parties. Therefore the merchandise account is now 
commonly divided into whatever sections the business demands. 
The division totals then form intelligible records. For instance, 
a druggist would find it desirable to make separate divisions 
for his patent medicines, candies, stationery, and so on. This 
division would show him at a glance the Ihxe which was not 
doing well, and lead him to improve the stock in that line or to 
force selling through window d^plays or other advertising, or to 
withdraw the line from sale. 

It is in the subdivision of accounts and consequent analysis 
that the greatest accounting progress has been inade; without 
such subdivision big business could not be conducted; for big 
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business travels on such a narrow margin of profit and depends 
so much upon rapid turnover, that every fact must be known 
in detail — and at once. 

It is advisable not only to subdivide piurchases of material 
which are to be again sold in some form or other, but also to 
subdivide and properly distribute purchases of that which aids 
in doing business — ^fixtiu'es, machinery, and the like. The 
larger the business, the more necessary the subdivisions. 

Some Modem Changes in Method. Let us instance a 
purchase by a small company of a few articles of f umitiu^ and 
fixtures. If the piurchase is made for immediate cash, fiuniture 
and fixtiu*es are debited because the articles came to the com- 
pany, and cash is credited because cash of a similar value has 
gone out. Both cash and fumitiu^ and fixtures are posted to 
the ledger, the former to the credit of its account and the latter 
to the debit. Therefore, upon the debit side of the ledger, there 
appears the information that f umitmre and fixtures of a certain 
value have been purchased and exist. 

In a small company containing one office, the above informa- 
tion is sufficient, and such additions as may be made to the 
fixtures from time to time can be added to the same account, 
that accoimt therefore always depicting the cost of the articles 
purchased. In a large corporation maintaining a large niunber 
of branch offices, the information that it possesses fiuiutiu*e and 
fixtures of a certain value would not give desired information 
to the executives. One himdred thousand or a million dollars' 
worth of f iuiutm*e carried in one account will not give the reader 
of the statement or the student of the accoimt much of a concep- 
tion as to whether the smn is large or small, or where the property 
exists, unless the student has the inclination and the time to 
analyze each entry added to the account, which may at times 
carry him into a study of transactions covering many years. 

Big companies such as the United States Steel Corporation, 
the Standard Oil Company, the American Bridge Company, and 
others, would probably carry a fiunitiure and fixtiuw register. 
In this would appear separate pages for each city or each office, 
and occasionally a subdivision of the office to show the tjrpe of 
furniture or fixtures. The piurchases are posted in detail to the 
office affected, and only the total carried to the general ledger; 
but to insure accounting acciuracy, the total of the subledger or 
furniture and fixtures record would have to agree with the total 
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of the single account in the general ledger. The accoiint in the 
general ledger would become the controlling account. 

It is in the above fashion that controlling accounts are created, 
and they can be multiplied to almost any extent. In a large 
business, one clerk can be given a certain section of the work, 
and the company's principal accoimtant, who maintains the 
general ledger, can check the acciu'acy of his subordinate by 
requiring, periodically, the total of the subsidiary accoimts. 
Tlds total must agree with the controlling accoimt of the gen- 
eral ledger, and that general ledger, in tiun, is proved correct 
or in error by a trial balance. 

The Main Fimctions of the General Ledger. These are 
the two main fimctions of the general ledger. In a small busi- 
ness, it is a repository for all entries, and in large business, for 
the totals of all entries, the details appearing upon subsidiary 
books. In both cases, either as individual figures or as totals, 
the aggregate of all entries finds its way into the general ledger. 

The general ledger is indispensable to business. It is prob- 
ably the only book that time has not greatly changed in form. 
The general ledger of the man who runs a little garage need 
differ only in volume of the accounts from that of the Standard 
Oil Company, from which he buys his gasoline. 

Of the basic books, aside from the general ledger, there are 
two others which are practically indispensable, though their 
form varies. One is the cash book, and the other is the day 
book or journal. Of the two, the cash book, in principle at least, 
is less subject to variation. It chronicles only such transactions 
as have to do with cash received or disbursed. The day book or 
joiun^ is, among larger business, falling into disuse. It was 
originally conceived to handle all entries that could not be han- 
dled through the cash book, and the entries in both books were 
posted to the ledger. 

At one time, the day book or journal — and frequently both 
were maintained — ^was used to record purchases, sales, and the 
closing entries of the year. It was also made the medium 
through which errors were corrected and allowances entered 
to the credit of customers. 

A purchase was entered upon the journal by crediting the 
individual from whom piurchased and by charging the material 
either to the material account affected or to an accoimt known 
as ''merchandise," into which practically everything that was 
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h part of the business of selling and buying was thrown. The 
result was a balance, but also an utter lack of information beyond 
the bare profit or loss that resulted at inventory-taking time* 

The Passing of the Day Book. The day book was orig- 
inally made to record sales; the individual to whom the sale 
was made being debited and the merchandise account credited. 
As a rule, the detail of the sale was entered so that the day book 
became a long list of copies of invoices. The inefficiency of 
such a method of recording can easily be grasped when we con- 
sidep the thousands of bills sent out in one day. 

Copying each bill in longhand in a day book makes the 
task almost prohibitive from th^ standpoint of clerical expense. 
The day book has given way to carbon copies of invoices or to 
other mechanical means, by which most sales are recorded, and 
at this writing the day book is abnost as extinct as the dodo. 

In themselves, the books mentioned constitute an entire 
set with which any company could today start business. They 
would give accurate results from an accounting standpoint, but 
they would convey very little information. Therefore, although 
the general ledger still exists as the final resting place of entries, 
modem business has devised one record after another to reduce 
the multitudinous entries required by the old-fashioned books. 

The various elaborations and extensions of the modem 
systems, as well as the labor-saving cuts, will be taken up, each 
in its proper place, in succeeding chapters. 
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CHAPTER IV 

OPENING THE BOOKS 

A BUSINESS should grow into its records; no accountant, 
however experienced, is justified in planting a complete 
^ set of records on a concern before it luus started operations. 
We may think that we know all that will be required, but I find 
that each business has its own personality, and that it is gen- 
erally better practice to start only with the essential records, 
and then amplify them as trade. increases. This applies both 
to the general trading accounts and to the special partnership or 
corporation accoimts. 

The best modem bookkeeping practice abhors rigid ''sys- 
tems,'' because fitting a business to a system always results in 
waste. This is not to say that fimdamentals change — they 
do not. But systems are largely concerned with details, and 
the details — ^the short cuts and the labor-saving devices — ^will 
change with the particular work in hand. It is quite simple 
then that by understanding the end which you wish to attain, 
you can take or leave that which you find essential or non- 
essential in your affairs. 

Fundamentals Apply EkjuaUy to Small and Big Business. 
Whatever naay be the nature or the size of your business, the 
fimdamentals of accountancy will always apply. Do not be 
misled into the thought that the big corporation is proceeding 
upon a different principle from the correctly accoimted small 
retail store; both are following precisely the same maTdms and 
the only differences are in detail — ^the big business has a himdred 
accounts where the small one has a single account. Possibly 
big business cannot learn much from small accountancy, but 
imdoubtedly the man with himdreds of dollars where the cor- 
poration has thousands, can learn much of the right method 
from his big brother. The large corporations have the money 
to buy expert assistance in forming their accoimtancy, anid their 
proc^ure is always worth study. 
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If you keep in mind the fundamentals, you can possibly pick 
out something for your own use from the practice of almost any 
well-managed enterprise. The idea prevails that adaptation 
may be made only from examples taken from enterprises of like 
kind and size. If that notion had been universal, business would 
never have progressed. The men who become successful are 
those who know a good thing wherever and however they see it. 

The Necessary Records at the Start. The books which 
the average business will absolutely require at its inception are 
but three in number — ^journal, cash book, and ledger. 

Let us look at them in use — ^as in actual business Ufe. Take 
a hypothetical concern which we shall call the Specialty Com- 
pany. It will begin as a partnership and then change into a 
corporation — ^which is the usual progress of commercial activity. 
We shall have initially only these three books of record. 

It should be observed, however, that because an enterprise 
is in its infancy, it need not also select methods out of the infancy 
of bookkeeping. The illustration is so shaped only because of 
a desire to contrast the primitive methods with the better and 
more advanced; in actiial practice, one would probably start 
at the point of development which seems best suited for the 
then needs of the business, with the thought always in mind 
that trading and not bookkeeping is the primary object of 
venturing into commerce. 

THE SPECIALTY COMPANY 

George Robinson, Henry Corey, and Peter Starr each invest 
$10,000 in a partnership venture under a written agreement 
by which profits and losses are to be shared alike, interest on 
the investment at 6% is to be allowed, but no salaries are to be 
drawn until the business has proved itself. They will manu- 
facture and sell specialties. 

The initial entry is the recording of the cash received as 
having come into the business and the opening of the proprietors' 
accounts, giving them credit for their individual investments. 
The entry will be made in the cash book as shown in Form Si. 

Under these items will be placed a note setting forth the 
essential facts of the partnership agreement, and it is recom- 
mended that the note be signed by all the parties and witnessed 
by the bookkeeper or accoimtant. The abstract in the present 
case will be as follows: 
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To record the investment of the following gentlemen in the Specialty 
Company, in accordance with a copartnership agreement entered into by 
Messrs. Robinson, Corey, and Starr as of January 2, 1918; whereas no sala- 
ries are to be drawn until the business warrants such withdrawals, but interest 
at 6% is to be allowed. This agreement is considered binding on all parties. 



CASH BOOK 




1918 




Debit 


Crodit 


Jan. 


2 


Cash 

Oeorgt Robinson* Prop. ao. 
Henry Coroy, • ■ 
Potor Starr. • • 


30 


OOG 


00 


10 
10 
10 


OOC 
00( 
OOC 


00 
00 

00 


Forn 


iS- 


n 















It is highly important that the accountancy facts of a part- 
nership be placed upon the books with the initial entry. The 
presence of this guide makes impossible a satisfactory explana- 
tion of any subsequent change in the manner of distribution 
between the partners, without a fiuiJier formal imdertaking. 
In many cases, where all of the partners have not been equally 
diligent, the active partners have drawn money from the busi- 
ness in violation of the agreement. The contemporaneous 
interpretation of an instrument by its signatories is the highest 
evidence of what they really intended. Thus, were the original 
agreement lost, the distribution on the books woidd probably 
control its oral reconstruction. 

As the years pass, many disputes may arise in partnership 
affairs and the books should, insofar as possible, be self-con- 
tained and without need of explanation from extraneous soiurces. 

Regarding the Capital Transactions. The next entries 
after the formal record of the capital contributions, will be the 
capital transactions. These are entered in a cash book with 
a ruling similar to the journal. It is assumed that the more 
elaborate and better-designed cash book has not been obtained 
to record these essential details. 

The cash book and joximal entries are shown in Forms S2 
and S3. 

These items are now posted to their proper accounts in the 
ledger, the pages of which take on the appearance of those shown 
in Forms S4 to S14 inclusive. 
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CASH BOOK 




1918 




Debit 


Credit 1 


Jan. 


2 


Cash 

Oeorge Robinson, Prop. Ao« 
fl«nry Coroy, • • 
Pot or Starr, • • 


30 


000 


00 


10 
10 
10 


000 
000 
000 


00 
00 
00 




5 


Buildings and Iquipaont 
Furnituro and Fixturos 

Cash 

(whioh rooords the purchase of 
property for oash) 


18 


560 
900 


00 
00 


19 


400 


00 




11 


Materials and Supplies 
Cash 

(wherein goods for resale or nan* 
ufaoture are bought for eash) 


6 


100 


00 


6 


100 


00 




27 


Cash 

Bond and Mortgage 
(to raise money, a mortgage has 
been given) 


10 


000 


00 


10 


000 


00 




31 


Payroll 
Cash 
(being the payment of wages) 




950 


00 




950 


00 


Ponn S- 


31 


Expense 
Cash 

(recording other disbursements for 
general items* suoh as rent, tele- 
^one and so forth) 




325 


00 




325 


00 



J U R H A L 



1918 



Debit 



Credit 



Jan. 



31 



Interest on Inrestment 

George Robinson 

Henry Corey 

Peter Starr 
(Whereby the proprietors are credited 
with their 6%) 



150 )0 



50 
50 
50 
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(Ledger) Peter Starr 


Date 


Iteae 


Pol, 


Debit 


Date 


Items 


Vol. 




Credit 






h 










Jan« 

m 


2 
31 


Inrestment 
Interest 
on Inv. 






10 


OOO 
5C 


00 
00 


Poem 


S-^ 





Bond and Mortgage 


Date 


Items 


roi. 


Debit 


Dat 


e 


Items 


Vol 




Credit 
















Jan. 


27 


Cash 






10 


00( 


00 


Form 


S- 


h 



Payroll | 


Date 
1918 


Items 


Pol. 


Debit 


Date 


Items 


Pol. 




Credit 


Jan. 31 


Cash 






950 


00 


















PonnS-( 


h 




1 X p e n • e 



Items 



Pol. 



Debit 



Date 



Items 



POL 



Credit 



Cash 



325 00 



Interest on Investment 


^ 




Items 


Pol. 


Debit 


Date 


Items 


Pol. 




Credit 


Jan. 


33 


6. Robinson 
Peter Starr 
Henry Corey 






1 


00 
00 
00 


















Fonn 


S^ 


h 
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Cash 



Date 
1918 



Jan« 



Yob. 



27 



Items 



6« Bobinson 
Rsnry Corey 
Peter Starr 
Bond and lltg< 

Balance 



PonnS-9 (^ 



fol. 



Debit 



140 
1^ 



000 



oc 



000 oc 
000 oc 
000 oc 



000 00 



225 0( 



Date 
1918 



Items 



Jan. 5 



II 

31 
31 
31 



Bldg, and 

Bquipment 

7um« and 

Fixtures 

Uat'l and 

Supplies 

Payroll 

Expense 

Balance 



Pol. 



Credit 



IB 



500 
900 
100 

950 



000 



325 00 

225 00 



00 



Buildings and Bquipment 




M 


L 


Ite« 


Pol. 


Debit 


Date Items 


Pol. 


Credit 


Jan. 


5 


Buildings and 
Bquipment 




18 


500 


00 














Porm 


S-l 


7\ 







Pumiture and Fixtures 


Date 
1918 


Items 


Pol, 


Debit 1 Date 


Items 


Fol. 




Credit 


Jan. 


5 


By Cash 






900 


OC 
















Porni 


S- 


iTl 



Materials and Supplies 


Date 
1918 


Items 


Pol. 


Debit 


Date 


Items 


Pol. 




Credit 


Jan. 


11 


Purchased 




6 


LOO 


00 


















Form 


8-1 


ri.. 
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George Robinson 


Date 


Items 


yoi. 


Debit 


Dste 
1918 


ItOM 


Vol. 




Credit 
















Jan. 


2 
31 


Inrestnent 
Interest 
on Inv* 






10 


000 
50 


00 
00 


Porni 


S-l 


i]^ 





Henry Corey 


Date 


Items 


FoL 


Debit 


Date 
1918 


I tone Pol. 




Credit 
















Tan. 


2 
31 


iBTestment 
Interest 
on Inr. 






10 000 

50 


00 
00 


ronsk 


S-] 


ri 



It is next in order to construct a trial balance from the gen- 
eral ledger accounts, as of January 31. The method followed 
is illustrated in Form S15. 



Ttial BaUnoe 
T^^t: JinuATY 31» 1918 












] 




Debit 




Credit 1 


Cash on Rand 

Buildings and Equip* 
■snt 
?umiture and fixtures 
Materials and Supplies 

Payroll 

Expense 

Interest on Inrestment 

Total 


13 

18 
6 


225 

500 
900 
100 

ifo 


00 

00 
00 
00 
00 
00 
00 


0. Robinson. Invest- 
ment 

Benry Corey » • 
Peter Starr * 
Bond and Mortgage 

Total 


10 

10 
10 
10 


050 

050 
050 

000 


00 

00 

w 

00 

• 


40 


150 


00 


40 


150 


00 


Pnrmf^lt; 1 



When More Money Is Needed. Having examined their 
trial balance, the partners arrive at the conclusion that they 
will need more money to do the business which they see ahead. 
Being forehanded men, they decide to anticipate the require- 
ments of finance. They have already borrowed on bond and 
mortgage to as large an amount as their property will carry. 
The new money is needed for capital requirements, and hence 
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caimot properly be borrowed on a current obligation — ^it will 
not be money that can be paid out of the profits without seriously 
interfering with the steady progress of the business; Hence 
they decide to interest new naoney. They might search for a 
new partner^ but four owners are too many in a small business. 
In addition, it is alwajrs.more difficult to have an outsider invest 
through partnership participation than through stock owner- 
ship, because a partner, imless taken in tmder a special or limited 
form, is personally liable for all the debts of the association in 
the event of bankruptcy, while a stockholder in a corporation 
has no personal liability (except in some states by statutes which 
impose liabiUties upon the stockholders for certain transactions 
in certain kinds of corporations). Therefore, they find a buyer 
for the stock which they intend to issue. 

To record the necessary transactions, together with interest 
accruals, and so on, the entries shown in Forms S16 and S17 
were made. 



J u R y A L 



1918 



D«bit 



Credit 



r«b. 



28 



28 



28 



Capital etook Unissued 
Capital Stock Authorised 
Cosmon Capital Stook Authorised 
at directors* meetijig held Feb* 21. 

1918 

Interest on InTostaent 
Oeorge Bobinson 
Benry Corey 
Peter Starr 

(Whereby the second aonthis interest 
is oredited to the proprietors) 

Oeorge Robinson » Inrestaent Aooount 
Henry Corey, • • 
Peter Starr, • • 
Capital Stock Unissued 
(Whereby the fomer partners take 
stock for their capital investment, 
as indicated by their ledger ac- 
counts* Vote that the original 
capital has been au^nented by ac* 
crued interest) 

Interest 
Interest Accrued on Mortgage 

Payable » 1 acnth at 5% 
(This is to place on the bocks an 

indebtedness to those from whom 

money was borrowed on ths mortgage 

giTon on property) 



100 



PonnS-16 



000 



150 



100 
100 
100 



41 



00 H 



100 



OOH 



30 



67 



000 



300 



41 



00 



00 



67 
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0A8K BOOK 



PajrreU 

Kat#rUl« and 8unpU«« 



FormS-17 



(B«inf ordiamty transaetioiis of th« 
bii0iB«»s tilt MOW «• in JanuAxy* 
TlM YagrroU* Bsp«bm ZtMw, aoA 
Katorial vad 8«pp2jr purebMas, 
wart all aattlad ^ oaah pagmanta 
Xa aettial praotioa^ tha itana 
tfhava hara would probably ba di« 
▼Idad lata aaay flBall antriaa, 
aaah aa four waaklj pajralla^ 
aararal dosaa aspanaa it«aa» and 
a larga ausibar of matarial and 
aupp2y biUa. Wa ihow tha aggra- 
fata an2y» aa an oxa^pla) 



Babit 



217 
457 
350 



Oradlt 



00 



025 



± 



00 



The results of the additions of the February transactions are 
reflected in the ledger accounts. These are now as shown in 
Forms S18 to S31 inclusive. 



Cash 


Data 
1918 


Itama 


Pol. 


Debit 


Date 
1918 


Items 


Pol. 




Credit 


lab. 
Mltr. 


1 
1 


Balanoa 
Balanea 




13 


225 


00 


Peb. 


28 


Sundriee 
Balance 






4 

9 


025 

200 


00 
00 


13 


225 


00 


13 


225 


00 


9 


200 


OO 








Fom 


S-] 


7L. . 



Buildinge and Bq\apment 


Date 
1918 


Itaaa 


Vol. 


Debit 


Date 


Itema 


Pol. 




Credit 


fab. 


1 


Balance 




18 


500 


00 


















Form 


8-] 


iT^— ^— --J 
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yumitur« uid Fixtur«» 


Dat« 
1918 


Items 


Fol. 


Debit 


Date 


Items 


Pol. 




Credit 


Feb. 


1 


Balance 






900 


00 


















Fonn 


S-2 


TU - 



Date 
1918 



Materials and Supplies 



Items 



7ol 



Debit 



Date 



Items 



Fol, 



Credit 



Feb, 



Balance 
Purchased 



PormS-ai 



IOC 

35c 



0( 
0( 



George Slobinfeoa 



Date 
1918 



Items 



FoL 



Debit 



Date 
1918 



Items 



»ol, 



Credit 



Feb. 28 



Capital Stooli 



Form 8-221 



10 



10 



lOG 00 Feb 



IOC 



00 



Interest 
on Inr* 



10 



10 



0$0 
100 



Henry Corey 



Date 
1918 



vltfl 



Fol. 



Debit 



Date 
1918 



Its 



Fol. 



Credit 



Feb. 



28 OapitaX 8toek 



10 



10 



Fonn8-23 



100 



;oo 



00 



00 



Feb. 



Interest 
on Inv. 



10 



K 



050 
100 



00 
00 
00 
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Peter Sfrr 


Date 
191S 


lUmM 


Fox. 


Debit 


Date 
1918 


Xtene 


Vol. 




Credit 


Form 


28 
S- 


Capital Stook 

ia . 




10 
10 


100 
100 


00 
00 


Peb 


1 
28 


Interest 
on InT* 






10 
10 


050 
100 


00 
00 
00 



Bond and Mortgage 



Date 



ItOM 



roi. 



Debit 



Date 
1918 



Itc 



Vol. 



Credit 



FonnS-aS 



Jan. 27 



10 000 00 



Xntereet Aeorued 



Date 



Xtene 



Vol. 



Debit 



Date 
1918 



Xte 



V0I4 



Credit 



Form S-26 I 



Veb.2€ 



On Mort* 



41 67 



Capital Stook Uniaeued 



Date 
1918 



Xte 



Vol. 



Debit 



Date 
1918 



Xteme 



Vol. 



Credit 



Veb.28 



Xar. 



1»000 eharee 
•100 each 



Balaaoe 



Form 8-27 I 



IOC 



LOO 

65 



ooc 



00( 



70< 



00 Veb28 



00 



00 



.Robinson 
Benrj 

Core/ 
Peter 

Starr 
Balanoe 



LOO 



100 00 
lOQ 00 

100 00 

700 00 



OOC 00 
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Capital Stock Authorlsad 


Data 


Iteu 


Vol, 


Debit 


Data 
19X8 


Items 


Fol 




Credit 
















Fab. 


28 1,000 
llOO eaeh 






LOO 00( 00 


Forir 


iS- 


bi 



Payroll 


Date 
1918 


Itane 


roi. 


Debit 


Date 


ItaM 


Fol. 




Credit 


Jan, 
Feb. 




Cash 


SB 1 
CB 2 


1 


950 
217 


00 

50 


















Form 


tS- 


29 L 



Date 
1918 

Jan.kl 
Feb. 68 



Items 



Cash 



Form S-30 



Sxpenses 



Fol. 



CB 1 
CB 2 



Debit 



325 



Date 



[ 



Items 



Fol. 



[ 



Credit 



Interest 


Date 
1918 


Items 


Fol. 


Debit 


Date 


Items 


Pol. 




Credit 


Jan. 
Feb. 


28 


On Investment 

m n 

Mortgage 
Payable 






150 

150 

41 


00 
00 
67 
















Forn 


i& 


31 I 



The journal entries were made on the assumption that the 
par value of the capital stock is $100 per share. It is self-evident 
that any par value may be treated in the same manner. 

Of late years, several of the states have admitted a new form 
of stock which has not an arbitrary par value. This is known 
as stock of "np par value.'' Its worth is determined by the 
net worth of the corporation or, if sold, by the amoimt received 
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therefor. If there were 100 shares of stock of no par value 
and they sold for $1,000; the entry would be accordmg to the 
form as shown in Form S32. 



CASH BOOK 






Dat« 
1918 




Debit 


Credit 


Feb. 


28 


Cash 

Stook Aooount 
Sale of 100 shares of stock of no 
^ par Talus for |1,000 


1 


000 


00 


1 


000 


00 


Fori] 


nS-, 


^ . 



In the transition from the partnership to the corporation, 
the entries show the credits to the individual accounts for the 
accrued interest on the investment, and these partnership 
investment accoimts have been closed out by the issue of capital 
stock. The partnership agreement no longer exists, and the 
conduct of the business now depends upon the organic law of 
the corporation which is expressed in the statutes of the state 
of incorporation, the charter of the company, and its by-laws. 
These entries have been posted to the ledger accounts to show 
the closing of the partners' accounts and the establishing of the 
two new accoimts which represent the capital stock. After 
all these transactions are recorded, another trial balance is given 
as of February 28, 1918 (Form S33). 



Trial Balance 
Date: February 28, 1918 




Debit 




Credit I 


Cash on Hand 

Buildings and Squipraent 

Materials and Supplies 

Furniture and Fixtures 

Payroll 

Expense 

Interest 

Total 


8 

2 


200 
500 
450 
900 
167 
782 

341 


00 
00 
00 
00 

50 

1? 


Bond and Mortgage 

Interest Accrued 

Capital Stock; 

Authorized $100,000 
Unissued 69*700 
Issued 


10 
30 


000 
41 

300 


00 
67 

00 


40 


341 


67 


Total 


40 


341 


67 


Wrtrm RJl^ \ 



This chapter deals with the beginning of the partnership 
and the change into corporate form. The further history will be 
carried forward at the close of each chapter on the various phases 
of business and their proper and most convenient recording. 
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CHAPTER V 

EFFECTIVE PURCHASING METHODS 
AND RECORDS 

BUSINESS begins with a purchase. Therefore accountancy 
may be taken to begin with the recording; in some form 
or other, of a purchase. We are apt to think of business 
as consisting largely of selling, and sometimes to regard the steps 
which lead up to the sale as unimportant. But good business 
starts with good buying and, under normal economic conditions, 
there cannot be profitable merchandising or manufacturing with- 
out good buying. Any accounting that naakes for better profits 
will start with the recording and regulating of purchases. 

Although sales may often be found recorded in elaborate 
style, far too little attention is given to the accountancy of 
bujdng. A well-balanced, active stock is the foimdation of 
the rate of turnover — ^which is the foundation of business profit. 
A true grasp of the rate of turnover cannot be had without 
accurate accounting of such a nature that it will not only check 
all purchases, but will keep them in exact coordination with 
the selling policy and the sales. 

Just as an army travels on its stomach, so does a business 
travel on its purchases. The buying may be small in quantity 
or in value or it may comprehend thousands of articles, as in a 
department store or some factories; but, simple or complex, 
this primary principle must be kept in mind: Proper accounts 
fiuixish the reasons for and the measure of buying and are not 
to be regarded merely as a tally of what has been bought. Many 
selling losses are to be traced back to bad buying. 

EKdden Purchasing Losses. Purchasing losses may be 
found in price or quahty, again they may be in quantity, or, 
finally, they may be traced to buying something which is not 
needed. Purchases do not stand alone, but reach out through 
the whole business and are delicately adjusted to its every part. 

51 
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There is notiiing of ''I buy'^ a,nd ''he sells'' m well-organized 
establishments. 

Lest it may be imagined that good buyinig must be confined 
to large business that can have the most suitable departmental 
division, let it be said now that every individual engaged in 
conmxerce is divided into his own different departments even 
though the transit from one department to another be but the 
turning of a few pages in a book of accounts; in fact, the ideal 
coordination is perhaps attained when all functions are com- 
bined in the one person; but, because a busine^ of any si^ 
must have its divisions and because f imctions must be separated 
in order that they may be studied, I speak of departments. 
I have also used the phrase ''purchasing agent'' rather than 
"buyer" or "merchandise man" (the terms of merchandising) 
because it is more accurate and comprehensive, although in 
practice it is not much employed outside of maniifacturing. 

It is not necessary, it is not desirable, that any concern 
should load itself with more employees than are absolutely 
required for the work in hand, but the concentration of fimctions 
should not lead to the confusion of functions. The principles 
of division, and not the arbitrary divisions, are to be applied. 

Comparing Two Tjrpes of Buyers. A common— perhaps 
the most common — ^fault in buying is primarily to regard the 
price and secondarily the quahty and then only if the articles 
prove to be strikingly bad. 

Contrast the profit-making values of these two buyers. A 
year or two ago, the management of a factory in the Central West 
employed a new purchasing agent. The new man had been a 
salesman for 20 years and "knew the game from the ground up. " 
Nobody could "put anything over" on him. He proposed to 
rely on his abiUty to outguess the other fellow. 

He played one salesman against another to secure price 
concessions. His motto was "anything to get the price down." 
And he succeeded, for he can exhibit comparative figures of the 
prices at which conunodities were bought before and after the 
beginning of his regime. With very few exceptions the com- 
parison, based on price alone, shows in his favor. 

When questioned as to the quality of the goods he purchases 
he blandly assiu-es you that it is uniformly higher than before 
he began to do the buying. But go out into the factory and ask 
the same question and you get a different answer. 
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The foreman of the machme shop will show you castrngs 
that are so full of sand holes and other imperfections and of 
such irregular hardness, that many of them have to be dis- 
carded, while those that can be machined wear out the cutting 
tools and the workman's patience with extraordinary rapidity. 

Drives are working badly because of inferior belting; every- 
where one finds complaint — even the stenographers in the office 
protest at the quality of the carbon paper. Could the total 
effect of the labor waste, the waste in fabrication and the waste 
in returned goods be tiaced, it would be discovered that this 
''smart" agent is the most expensive individual on the roll. 

Getting Down to Basic Buying Principles. Another fac- 
tory took a young man, some five years ago, who did not imagine 
that he knew all about buying or selling. He started on the 
basis that most sellers want to do the square thing — and more 
especially when they know that acting otherwise will bar them 
from future orders. Further, he took the view that price was 
a question of quality and len^ of service as well as of first cost. 

He ran into his first difficulty when he attempted to discover 
just what service the purchases were giving; he found that the 
foremen and workmen were more often guided by convictions 
than by reason and that their opinions were not safe guides. 
He determined to develop the facts. 

He devised a sjrstem of reports and records covering all the 
major supplies, as well as the productive materials used, showing 
the service rendered by practically everything consumed in 
the plant. For example, every drive — of which there were 
several himdred — was niunbered and given a card that held the 
location, the power transmitted, the operating conditions, and 
various other pertinent data. 

For each belt used another card was prepared on which was 
a description of the belt, the price, the maker's name, the niunber 
of the drive on which it was used, the date put on, the date taken 
off, the production of the machinery to which it supplied power, 
the cost per unit of production, the condition of the belt upon 
removal — ^in short, every fact about that belt. The essential 
information was transferred from the belt reports to the drive 
cards and thus was had a complete record of the cost of every 
belt tried out in the plant. 

As the quantity and range of the data increased, the buyer 
was able to make his purchases with an exact knowledge. 
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What Exact Buying Knowledge Accomplished. The 
economies have been astonishing. Five years ago the annual 
belting cost was about $17,000. Last year it was approximately 
112,000. This saving of $5,000 was effected despite the fact that 
the average price paid for belting increased 50% and the pro- 
duction of the factory increased 33H%« Taldng these two 
points into consideration, it means that the direct saving 
amounted to over 45%, while the average length of service was 
nearly trebled. 

This increase in the life of the belts really has a greater 
significance than that represented by the direct economy, for it 
follows that the niunber of shutdowns for belt changes and 
repairs has been greatly reduced, with a large resxiltant decrease 
in the loss of production due to the stoppage of equipment. 

Dming the same period, and by the same means, the annual 
cost of another supply used in liv:ge quantities has been reduced 
by some $25,000. 

Two or three years ago a shortage existed in the supply of 
one of the major productive materials used in this plant, and it 
was necessary temporarily to substitute another material. The 
new article was considerably cheaper, and as far as general 
observation could determine, apparently caused no reduction in 
the quality of the product. When the supply of the material 
u&ually employed returned to the normal, and the purchasing 
department was ready to place an order for it, the management 
demanded to know why it was necessary to return to the higher- 
priced article, and insisted that they could save money on the new. 

What Comparative Cost Figures Showed. This attitude 
had been anticipated by the purchasing agent, who had been 
quietly collecting data for a report on the relative merits of the 
two materials. Among other things, he showed that while the 
cheaper article was in use, the waste, the quantity of the product 
rejected by the inspection, and the niunber of complaints from 
customers materiaUzing in returned goods, had all increased. 

The most tangible result, however, had been the increase by 
nearly 100% of the maintenance cost of the machinery on which 
this article was prepared, due to the detrimental effect of the 
cheaper material on the equipment. This added expense alone 
amounted to more than double the saving in first cost. 

This broad-minded policy of fair dealing, joined with an 
impartial and exact test of the relative merits of the various 
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OQmmodities purchased; has developed a large number of advan- 
tages, the value of which it is difficult to measure in dollars and 
cents. While keenness of judgment of both materials and men 
still plasns its important part, the old idea of bargaining and 
dickering for an advantage has now no place in the management 
of this purchasing department. 

No salesman dares supply the plant with an inferior article^ 
because he knows «that it will be subject to a rigid test which 
will bring out its defects. On the other hand, manufacturers 
are so anxious to receive this purchasing agent's commendation 
that they usually take more than ordinary care in the preparation 
of the goods made for him. 

Requisites of a Purchasing System. An efficient system 
of buying will have these three fundamentals: 

1. The obtaining of that which is needed at the time it is 
needed, and the obtaining only of that which is needed. There 
should be neither a deficiency nor a surplus. 

2. The obtaining of goods at proper prices and of proper 
quality. 

3. The avoiding of clerical errors and fraud by a sjrstem of 
internal checks^ which will quickly uncover them. 

Getting what is wanted and only that which is wanted, and 
at the proper time, is one of the chief difficulties of business. 
The coordination between the stock room and pin^chasing depart- 
ment should be absolute. In the small house which does not 
have an actual division into departments, there is frequently 
little or no relation between the purchases and the needs, while 
in the larger concern, with both stock rooms and purchasing 
agents, an even greater confusion sometimes exists. 

A well-known automobile maker found that the annual rate 
of turnover was not nearly as great as the natm« of his business 
would lead him to expect and, tracing the trouble, it was dis- 
covered that the inventory of parts, and so forth, was very high. 
For instance, this company bought finished axle housings at an 
average price of S31.50. They used, according to the season, 
from 100 to 150 of them a month. Deliveries were usually made 
without delay, and they had no reason to maintain a stock beyond 
immediate needs. But the stock averaged about $3,000 more 
than was really needed, and the same condition ran through 
nearly all of the items. 
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The stock inventory was hundreds of thousands of dollars 
over and above any legitunate requirements. This money in 
stock was, for the time being, dead money, and materially 
retarded the speed of the turnover and the rate of profit. 

Stock should be regulated by setting for each item a certain 
level of maximum and minimum. If, for instance, a business is 
active in April and dull in August, a maximum stock should be 
carried in April and a minimum in August. The maxima and 
minimft shoiild be determined by the record of previous years, 
in combination with the planning for the current year. 

Setting Stock Maxima and Minima. The fixing of the 
maximum and the minimum stocks to be carried is based on the 
expectation of futiu^ events as related to the records of the past; 
naturally it cannot be more than an estimate, and all possible 
conditions cannot be foreseen, but reasonable foresight will give 
a very high insurance against error. 

The fundamental for any estimate of demand is a careful 
analysis of past periods. Every item should be emmaerated 
under its classification in totals brought down at least to quarters. 

The tabulations must be closely studied so that the nature 
of the demand may be known. When the sales are uniform it is 
not at all difficult to definitely determine on a program of 
manufacture, for then the minimum reserve can be set as a 
definite proportion to the sales. 

This minimum, expressed usually in terms of so many days' 
supply, as 30, 45, or 60, serves as point for replacement orders 
as shipments are made, and sets the limits which govern the 
frequency of tiunover. And usually production can be thus 
reduced to a smoothly running and constant process. 

But, if the business has a seasonal color, it becomes difficult 
to operate on a minimum basis in almost directly increasing 
proportion to the extent of the seasonal range or fluctuation. 

A particularly difficult situation was presented by the manu- 
facturer of a staple article which had some 1,500 items; the 
main items were seasonal, but others were not only seasonal, 
but apparently also of shifting seasons. The entire demand for 
the year, takhig all divisions, moved thus: 

First quarter 20,000 poiindi 

Second quarter 8,000 pounda 

Third quarter 10,000 pounda 

Fourth quarter 30,000 pounda 
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Had the production followed the trail of this demand, the 
plant would have run in cycles of hectic rush and despairing 
idleness. The following co\u«e of action was followed: 

Shipments were tabulated for five years, by item and by 
months. Every article was studied individually as a manu- 
facture of its own and, wherever the demand for an article was 
sufficiently uniform, a minimum reserve was used. But in the 
cases where the article was distinctly seasonal, a deUberate pro- 
gram or predetermined schedule of manufactiue was established, 
with the point of equalizing production and at the same time 
assuring an adequate stock to meet shipping requirements. 

Here is the treatment of a single item: 

Quarters 

Article First Second Third Fourth 

Obs.) Obs.) Obs.) Obs.) 

Pastsalee 250 300 175 675 

Monthly schedule of manufacture 375 375 375 300 

Balance after expected shipments 125 75 200 25 

Accumulated reserve 125 200 400 25 

Every item was analyzed in this manner and a program out- 
lined, with the results shown as follows: 

Quarters 

First Second Third Fourth Total 

Obs.) (lbs.) (lbs.) (lbs.) 

Sales 20,000 8,000 10,000 30,000 68,000 

Production 18,000 15,000 15,000 20,000 68,000 

Described in detail this meant a reduction from a sales range 
of 8,0(X) to 30,000 pounds to a production range of 15,000 to 
20,000 pounds. 

Naturally certain articles were under- or overestimated and 
caused little embarrassments and minor upsets, but the resulting 
good as a whole was beyond measure. To forestall the only 
possible objection, it must be admitted that the average amount 
of stock was increased and hence the average rate of turnover 
decreased, but the interest in this increased investment was 
offset overwhelmingly by the increased operating economy of 
more uniform production. 

Controlling the Stock Room. It can be assumed that the 
business man has at least an approximate knowledge of his 
requirements at the various seasons, and that there is no outside 
factor to justify buying except for actual needs. 
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Before it is possible to ascertain the amount of stock in hand 
at any time, it is essential that accurate information be had as 
to the location of each item, and that the directory of the stock 
room be not a matter which is carried in the memory. 

In one very large concern the number of parts carried was 
exceedingly high. The stock was scattered and the only man 
who pretended to know where everything was located was the 
storekeeper, and even he did not know the entire stock. When 
a carefid inventory was made, it appeared that the company 
had frequently bought additional supplies of items that were 
acually on hand but could not be located; that they had bought 
out of all proportion to their needs, and that many thousands 
of dollars were tied up in parts which had been extravagantly 
bought in the past for models which were, at the time of the 
taking of the inventory, no longer made. Think of the profit 
they had deliberately abandoned! 

The majority of the stock rooms into which one goes are 
suflfering from indigestion. They are overloaded, and not only 
do they carry too large a stock of many items, but despite 
perpetual inventory records, and so forth, the disposition of the 
items is often carried in the head of some stock man or other 
individual, known the plant over as "Paf or "Gus/* 

Stock records, if not properly maintained, are a waste of 
time and, therefore, money. Time and again I have seen 
finished parts come into a finished parts storage room already 
overflowing with similar parts. 

Another Case of Expensive Stockkeeping. Another 
flagrant case of carelessness in stocking was that of a company 
making transformer boxes. The castings were all bought outside 
and merely assembled in the plant. The store room was full of 
castings, and apparently some of them had not been disturbed 
in a long time. An actual count was taken, and of one style of 
box some 500 were found to be on hand. A stock record had 
been kept — although not used as a check — and this very record 
showed that the maximum in the line was 300. The fault was 
traced back to the drafting room. 

When the drafting room made an improvement in the design 
of the part, an order for a pattern was immediately sent to the 
pattern shop — so far, so good. But when the pattern was com- 
pleted, new castings were immediately ordered, and no attempt 
was made to use up the old frames, although a use might have 
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been found for them on work still in process. To make mat- 
ters worse by adding to the general confusion, the same part 
number was given to the new design. 

The result was inevitable. If an order came in requiring 
60 frames, "Paf or ^'Gus*' had to go through the stock on hand 
to see if he could find 50 of the new design. The value of the 
600 balance shown on the stock card can be questioned. 

Of course a new part nimiber should have been given when 
the design was changed and another record started; then the 
parts on hand would have been tagged as obsolete and executive 
attention attracted. That factory had a small fortune tied up 
in obsolete parts — ^many of them five or more years old. Here 
is but a short list (made in 1915) of one section of the stock room 
with the date when the parts were last used and their cost: 



Number of pieces 


Last year used 


Total cost 


162 


1908 


6266.20 


461 


1908 


676.00 


61 


1908 


25.80 


60 


1911 


63.60 


60 


1912 


107.20 


61 


1909 


64.60 


146 


1907 


204.00 


68 


1907 


122.60 



Quite often no stock record whatsoever is kept; the purchases 
are stored away as they come in — and forgotten. In one shop I 
found a recent purchase of brass trimmings that the shop super- 
intendent had ordered when he could not find the trim that he 
sought. They had been bought at high prices and constituted 
nearly a year's supply, yet two barrels of the same trimmings, 
bought at low prices, were lurking in an obscure comer. 

In the same factory, chaos also reigned in the die and small 
tool storage; obsolete cUes crowded out current dies, and when 
the cmrent ones could not be found, others were bought — and 
the presses waited imtil they were deUvered. And all because 
the stock rooms were not charted and their contents kept in 
ready order. Every stock room should have its stock cards. 

Serviceable Stock Records. A model stock card is shown 
in Form 12. The size of this card may be 4 by 7 or 6H by 3J^, 
or any other size sufficiently large to hold all of the information, 
and yet not so large as to be bulky. The determining factor in 
the size of the card is personal preference, or sometimes the 
possession of filing cabinets of the size. This card is kept by the 
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Article J?LADES 



Description. 



Marie or 
Size. 



0^ X f ?fc 





Jan. 


Ffb. 


Mtf. 


Apr. 


May 


June 


J-y 


AM9. 


SaiK. 


Oct 


N«v. 


Dm. 




i 


is> 


iSO 


/^^ 




















1 


i 


iSO 


too 


SO 




















1 



S«^ion. 



Bin or Shelf. 



T°5= 



Ordered 



Received 



Data 



Quantity fl Data 




Quantity 



Delivered 



Quantity 



verea / 



rArtlcle 



Description. 



Size. 



MaxinHim. 



Minimum. 



Bin or Shelf. 



Received 



Data Quantity 



FORMS 12 and 13: Theae two forma 
ahow model atock carda. They may 
be moat any stxe that your needa re- 
quire, the determining factor in dze 
being largely peraonal preference or 
the poaaeaakxi of filing cabinets of a 
certain aize. The carda are uaually 
kept by the atoreakeeper. It will be 
noted in theae forms that there is no 
mention of values, which may well 
be oonddered beyond the limita of 
the storeakeepera* dutiea. Form 13 
ia deaigned eapedally for a buaineaa 
where the atock ia preaimied to re- 
main at a fixed level. More space ia 
given to deliveriea than to recdpta 
on the supposttioQ that ^ey will be 
more numeroua in auch a concern. 



(K) 
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storeskeeper, and it has the advantage not only of exactly 
recording the location of the stock, the receipt and delivery 
^ut, and also the balance, but at the top it contains the mATinniini 
aud minimum amounts which should be on hand during each 
month of the year. 

It will be noticed that on this record there is no mention of 
value. It is not the business of the storeskeeper to know or to 
approximate values. His sole duty is to keep track of quantity. 
On the reverse side of the card tab is printed the "out.'' The 
cards should be reviewed weekly or monthly, according to the 
size of the business, and it can be instantly determined whether 
or not there is a shortage in any article. In the case of a shortage, 
the card is merely reversed; then the word "out'' appears in 
unescapable fashion. This form of stock card can be adapted 
to any business, will save hunting for an article, and prevents 
production hold-ups by giving warning of impending famine. 

Checking Up on the Storeskeeper. In order to check up 
the acciu^cy o{ the storeskeeper, coimts can be made from time 
to time. The most frequent and the most convenient method of 
checking up, and one that is used by many concerns, is, when a 
shortage is reported, to compare at once the actual stock on 
hand with the amount recorded on the card. 

This gives a continuous check on errors without disrupting 
the whole bxisiness of the company to take inventory. 

Moreover, it provides the management with an actual count 
of stock when that count is the easiest to obtain — ^that is, when 
at the lowest ebb. The checking can be done with precision, 
and the needless purchasing, that might come about through 
clerical error, avoided. The inventory is constant and perpetual. 

If the business has no seasonal phases and the stock is pre- 
simaed to remain at a fixed level. Form 13, may be used to 
advantage. This card is larger than that shown in Form 12, and 
does not have the maximum and minimum rulings. More space 
is given to deliveries than to receipts on the supposition that 
the deliveries from a stock of this nature will be more numerous 
than the receipts. 

Form 14 is for the house which has a unit of measm^ement 
such as a roll or a bale — or any unit which is other than feet or 
pounds. It is popular among carpet, rug, and linoleum concerns. 

Form 15 b planned as a check on shipments that leave the 
premises. It tetces the fulfilment of orders as distinguished 
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FORMS 14-15-16: The^ three forms are used 

materials and suites. The upper one (Form 14) 
is for the concern that has a unit of measurement 
such as a roll or a bale» or any unit other than feet 
or pounds. The center card (Form 15) is planned 
as a check on shipments that leave the premises. 
It traces the completion of orders as distinguished 
from the upper card whidi is designed for interde- 
partmental use, althougfi it need not be so limited 
It is particularly adapted for concerns where requi- 
sitions mean slipping out goods. The lower card 
(Form 16) is generally used for keeping an accurate 
and cootinuous check on raw material and supplies. 
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from the preceding cards which are designed for interdepart- 
mental affairs — ^although they need not be so limited. This 
card has the special heading ''order nimiber" under the general 
caption of delivery; the number of the requisition is entered in 
the space whenever goods are ordered out. The form is partic- 
ularly adapted for the trading organization in which requisitions 
mean shipping out goods. 

Form 16 is generally used for the keeping of raw materiab 
and suppUes. The comments on the previous forms will cover 
everything expressed on this card. 

What Shortage Report Should Show. In the first form 
of stock card, showing the maxinnuTTi and minimiun stocks the 
storeskeeper has no discretion in the reporting of a shortage. 
The higher executives, through their planning, have determined 
just how much of any one article should be on hand in each 
season of the year, and, therefore, the stock is closely coordinated 
with the needs of the business. 

Too short a stock in one single item may tie up the entire 
establishment, while too great a stock, as has been pointed out, 
may materially cut into the profits. Therefore, the withdrawal 
of discretion in the matter of quantities from the storeskeeper 
is part of the best-managed business. 

In many cases, it may almost be said in the usual case, the 
reporting of a shortage rests largely with the storeskeeper him- 
self. He decides, by rule of thumb, when this or that article is 
low and he reports accordingly, the deficiencies being ascertained 
from the weekly or monthly inspection of the stock records. 
The storeskeeper makes out the report and forwards it to the 
purchasing department. In the case of the small business which 
does not nudntain separate departments, the report acts as a 
memorandum of what the owner should immediately buy. 

A model form of shortage report is Form 17, on which is 
recorded all the articles the stock of which is too low according 
to the stock cards. This form follows out the stock card, Fonn 
12, on which was entered the maximum and minimum amoimts. 

Upon the receipt of a shortage report by the purchasing 
department, or if such a department does not exist, by the owner, 
the figures of the balance on hand as shown by the card should 
at once be checked by a physical coimt. 

The shortage report, properly used, advises the purchasing 
department in ample time of the need for supplies or materials, 
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FORMS 17-18-19: Fonn 17 may be considered 
an idettl shortage report form. It follows out 
the stock card shown in Form 12, which pro- 
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and it avoids the ''rush" orders, the possible stopping of manu- 
facture and the certain disadvantage of being forced to buy at 
top prices in order to seciu^ immediate deUvery, and it also 
absolutely prevents the answer of "all out" being given when 
any particular article is requisitioned. 

Purchasing Department Quotation Lists. The shortage 
report having reached the purchasing agent, he decides, after 
market inquiries have been made, from whom and at what 
price the articles needed shall be bought. The quantity which 
he will pinrchase is to be determined primarily by the minimum 
and marimum record, but it also may be influenced by market 
conditions, in that he will buy more in a rising market than in 
a falling market. 

The properly organized purchasing office is equipped with 
all possible data on past pinrchases, the performance of material 
purchased, prices, and the finns with whom experience has 
found it advisable to deal. The essential records of the pur- 
chasing department are the quotation and purchase cards, 
which in the best form are combined in one card, the front and 
back of which are reproduced in Forms 18 and 19. 

On the face of the card is listed the article, the maximum and 
minimum amount, and the desirable order. The desirable order 
is determined by past experience a^nd is the size of order which 
can be most economically filled by the source of supply. Each 
firm from which the company buys has a number and for con- 
venience the number instead of the name is used in subsequent 
records. On the quotation card are the complete details of all 
quotations and a colmnn is left for remarks, should an extra 
quantity or price claim be made, or for the time of delivery. 

On the reverse are noted the purchases with the quantity 
and price. Thus, the purchasing agent, on any article that may 
be desired, has immediately at hand a record of the past pur- 
chases and what firms have given the best satisfaction. 

Form 20 shown on Insert I keeps track of piurchases for future 
delivery. It may be advantageous for the buyer to contract 
for the whole year with, say, monthly shipments. This is often 
advisable in bulky commodities which take up too much storage 
space or again it may be, as in the steel trade, that the seller 
cannot promise more than a certain amount in any one month. 

This situation is provided for in the twelve colunms each 
representing a month. When the bid is accepted, the buyer 
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notes in the appropriate columns the amounts stipulated and 
their promised delivery. A small slip sheet is inserted in the 
larger form to record the receipts of the portions of the order. 
This serves as a check and, if the contract has been only for 
delivery at the market, also as a record of the prices charged. 
A concern buying much steel or kindred products on which 
immediate delivery cannot be had, will find the form useful. 

Performance Records. Supplementing the quotation rec- 
ord, and equally controlling the pmx^hasing agent, is the 
performance record. In the pmx^hase of ordinary supplies many 
concerns do not deem it worth while to keep performance records, 
while others keep a tally of the exact performance of every 
article that comes within their pm^chasing activities. In practi- 
cally all pmx^hases of equipment, such as belts, machines, 
conveyors, and the like, or in fact anything other than current 
staple supplies, a performance record shoidd be maintained. 
A form that has given satisfaction is Form 21. The performance 
record acts as a check upon the quotation card. 
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The purchasing agent will commonly ask for quotations when 
he has determined the amount of the order and the possible 
firms from which to buy. When he receives his bids, the past 
performance of similar articles sold to him by that bidder may 
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be as important to him as the price, and sometimes of greater 
importance. The time of delivery is, of coxirse, also a factor, 
but one of varying importance. The performance record will 
determine which article is really the cheapest. 

One concern in Pennsylvania — a heavy user of leather belting 
— ^bept records of all belts purchased for a period of years. It 
foimd that the highest-priced belt which was sold to it was 
actually, from the point of performance, the best investment, 
because the most economical. It standardized on this belting 
and as a result has saved about S6,000 a year. 

Ordering the Material. The order and the source of supply 
having been decided upon, the purchasing agent gives the order. 
It is desirable in small, and essential in large, business that a 
regular form of order be used. There are numerous order forms 
but the set of forms which have been f oimd to be most satisfactory 
in every way are reproduced in Forms 22-A to 22-E and shown 
on Insert II. The order is ntiade in triplicate and the distin- 
guishing features are these: On the left of the original 
copy, which goes to the man from whom you buy, is a perfor- 
ated slip. This slip has on it a request that it be returned 
with the dates of delivery entered. Thus a specific promise of 
delivery is exacted from the seller. 

When this slip comes back it is pasted on the triplicate order 
which remains on file in the purchasing department. The last 
copy should be made upon strong manila paper or cardboard 
that will stand on edge. Numbers representing days of the 
month and letters representing the months may be provided 
as the top. The return slip from the seller gives the dates of 
delivery and these dates may be noted by fastening a tab to the 
corresponding month and day on the top of the triplicate card. 

The Purchasing Agent's FoUow-Up. The datings have 
also another function — ^to follow up the receipt of the order. 
For instance, if the order is mailed on the third, and an acknowl- 
edgment should come back not later than the seventh, then the 
little tab or rider is attached to the top of the card on the seventh. 
Each morning the purchasing agent should glance through the 
cards and take out those bearing riders for that day or the previous 
day and follow them up. 

The duplicate copy of the order goes to the receiving clerk. It 
is identical with the original, except that the colmnn in the original 
for "quantity ordered'' is cut out. The quantity does not 
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appear on the receiving clerk's form, and he must check the 
receipts by an independent count. 

The importance of this independent coimt is great. The receiv- 
ing clerk, being human, is certain some time to guess at the amount 
actually received— if he has before him the amoimt that should 
be received. But not knowing that amount, he is forced in every 
instance to coimt. Niunerous errors, and not a few cases of 
fraud, have arisen in the di^partment of the receiving clerk. 

For instance, it was the custom of a beef-packing house to 
allow from four to six poimds for shrinkage per carcass on steers 
shipped to subsidiary houses. The actual shrinkage of beef 
can only be approximated, for variable elements, such as the 
ph3rsical condition of the animal before killing, the icing in transit, 
the distance from the stock yards, and niunerous other factors, 
all enter into the loss of weight. 

Corn-fed cattle lose very Uttle weight — ^possibly four pounds 
— ^while grass-fed steers will lose five or even six poimds. The 
receiving clerk, in cahoots with another worker, foimd that by 
taking the maxinnum allowance in every case, the actual shrinkage 
was so much less that an entire steer coidd be coimted out in the 
contents of each seven cars. Receipts averaged about nine cars 
a week, so that the conspirators added to their incomes, at the 
expense of the company, about $100 a week. Had, however, 
this concern been equipped with a purchasing order of the 
type illustrated, the receiving clerk would not have been able 
to determine how much weight might be subtracted. He would 
have been compelled to return true weights and numbers, and the 
fraud would not have been possible. 

A Simplified Purchase Order. Another form of purchase 
order is Form 23, which is also executed in triplicate, the original 
going to the seller, the duplicate, with the quantities removed, 
to the receiving clerk, and the third copy, again on heavy paper 
or cardboard, being retained in the purchasing department. 
This order is somewhat simpler than the one previously given, 
but does not contain quite as many desirable f eatiures, especially 
those on deUvery. 

The style of purchasing order and record shown on Insert 
II, is entii^y complete and has been used with great success by 
a niunber of large establishments. Form 23 follows the same 
lines as the preceding forms, except that it is in quadrupli- 
cate; the uses of copies are noted on the illustration. 
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FORM 23: This fonn provides for a triplicate 
copy of all purchasing orders. The original 
copy goes to the vender, the first copy to the 
receiving clerk, and the third is filed. In order 
to secure accurate and independent count of 
receipts by the receiving derk, the quantity col- 
umn is cut off from the receiving clerk's sheet. 
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Every purchase should have its formal order, and in the case 
of a verbal, telephone, or tel^raph order, the written author- 
ization should follow immediately. 

An order once given should be closely followed; the auto- 
matic follow-up is a feature of the above forms. The purchaser 
who keeps incessantly after the seller is apt to be the man who 
gets his goods first, and although crowding the seller may at 
times be purely an academic exercise, yet no order given should 
be neglected until the goods are actually received or until some 
good reason for their non-delivery is at hand. Otherwise the 
progress of important work will be held up through negligence 
in the purchasing department and an operation, which otherwise 
would show a profit, turned into a loss. 

Take the case of a vaidt builder. He had erected several 
sections of deposit boxes, covering some himdreds of square feet 
of his factory and cluttering up badly needed floor space with 
massive drawers, framework, and so forth. When all was in 
place, it was suddenly discovered that the locks and the keys had 
not been received from the lock makers. Through several weeks 
the imposing structure of the deposit boxes took up most of the 
available floor space of that manuf actxirer and cut deeply into his 
expected profits, for little or no other work could go forward 
while that incubus remained. 

Purchasing Supplies. The purchasing of supplies has been 
touched on in the earlier portions of this chapter, particularly in 
the matter of performance records, but additional checks upon 
their use can well be investigated by the piurchasing department — 
although at times the subject concerns costs rather than accoimt- 
ing proper. Whenever the cost of supplies runs into several 
thousand or more dollars a year, a close study of their use will 
reveal possible economies. 

The term ^'supplies" includes all items of an ''expense'' nature 
often referred to as ''indirect materials." They consist of those 
articles which neither enter directly into the product, nor which 
can be classed, because of their short Ufe, as a part of the per- 
manent investment. Every plant has innumerable articles of 
this nature, such as drills, taps, reamers, files, belts, lubricating 
oil, bxiflSng wheels, tripoli, brooms, and so forth* 

A plan for the reduction of such costs must be based on 
detailed knowledge, both as to the quantities consumed and the 
results produced by their use. To secure such data, there are 
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four avenues requiring development before maximum results can 
be obtained; although each step in itself should yield return. 

First, the installation of a complete requisition system. 
Second, the tabulation of supplies used, by items and depart- 
ments, and summarized monthly in comparative form. 

Third, constant quality tests of the more important articles. 
Foiu*th, the establishment of an incentive to hold the supply 

consumption to a n^iniTnnnn , 

A written order, signed by a responsible department head, 
should be tendered to the stores department before anything can 
be withdrawn. These requisitions should be priced, then separ- 
ated by departments and finally classified, summarizing the cost 
of each of the important articles within each department. By 
tabulating these results in comparative form monthly, or ^'plot- 
ting a curve,'' an accurate index of the fluctuating cost of the 
'' expense'' items can be obtained, which should serve as the basis 
of inquiry. 

Any item, the monthly cost of which exceeds a predetermined 
normal amoimt, should be investigated and tests made to ascertain 
the efficiency of the article used. I recently made some tests of 
reamers and f oimd that only 40% of them were adapted to the 
work. When the proper grades of steel were procured, there 
occiured an immediate monthly saving of $200. 

In my experience, it has been very rare indeed where, after 
a thorough study, reductions of at least 10% of the former cost 
of supplies have not been made. In many instances considerably 
higher percentages of saving have been seciu^. 

Receiving the Goods. When the goods come in, the 
receiving clerk records on his duplicate order blank the actual 
amoimts which reach his hands. He forwards his tally to the 
purchasing department, where the ailioimts received are com- 
pared with the amounts ordered and any differences noted. The 
purchasing agent then attaches the duplicate to the invoice and 
turns it in to the accounting department. 

We have now reached the point where the purchasmg records, 
with their associated reports, join with the accoimting. 

The Charge Register. The entry of the invoice will be 
made, in any even moderately up-to-date business, in a charge 
register. The charge register (formerly, in less improved f onn, 
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termed a ^'voucher register'') is the result of a careful study to 
eliminate mmecessaiy work in bookkeeping. It is the modem 
innovation and is now the largest of the fimdamental books. 

Some form of charge roister can be used to advantage by any 
business. It has nearly driven out the old purchase journal and 
hasvastlychangedthemannerof use of the ledger. 'Die present- 
day thought is to achieve as many results as possible with the 
one act; that is the thought back of the charge register. 

The exact fonn of the register will depend upon the nature 
and the extent of the business which is to use it, but all chaige 
registers are formed on the same principle. A representative 
type is Form 24. 

To the left is entered the name of the seller, the date and the 
total amount of his invoice, then comes a space for the date when 
the invoice is paid and finally the columns for the divisions of 
the business to which the invoices may properly be chargeable. 

In the older accoimting practice every purchase brought about 
a ledger entry to the debit of the thing bought and a credit to 
that person from whom the thing was bought; the original entry 
being made in the journal, every item required one entry and two 
postings. Suppose a concern had 300 purchases a month; each 
purchase would have its initial entry in the journal and two 
postings, or 900 bookkeeping operations. 

How the Charge Register Simplifies Accounting. The 
opportunity for error was enormous and, though the errors 
would be discovered, the vast time already consumed in the 
entering and posting would be enlarged by the hours spent in 
running down clerical errors. The whole proceeding was wast^ul 
of hunaan effort, and has no place in modem business. The 
safeguards which it undoubtedly gave can be obtained more 
economically. The charge roister gives both the safeguards and 
the economy of effort. 

Again, in the older accounting practice, new accounts were 
posted to the individual accounts contained in the general sub- 
sidiary ^'accoimts payable ledger'' and, as the bills were paid, 
the corresponding credits were posted to the detailed accounts. 
In the charge register, the ''date paid'' colmnn takes the place 
of the ledger account. 

As the bills are entered and posted in the ''accounts payable'' 
colmnn they show the liability of the company in detail At the 
end of the month the total of these items is posted to a controlling 
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account in the general ledger. In the succeeding months, as 
bills are paid, instead of posting to the individual accounts as 
was formerly done, the date is merely stamped in the ''date 
paid'' column alongside the invoices noted on the charge register. 
Thus a double posting waste is avoided. 

Form 25 varies from the preceding form by the addition of 
another column headed ''debit accounts payable.'' Should a 
payment be made in part, instead of in full, for an invoice, it is 
entered in this column, as are also contra-adjustments, such as 
returns. By deducting the debits from the credits the net 
balance is had. 

Form 26 differs in having a "general ledger" column. In 
the course of business arise many transactions which would 
commonly have to go through the journal. Suppose materials 
be bought from someone to whom you already sell: Accounts 
receivable instead of accounts payable should be credited so 
that yoiu* piu*chase can be offset against the amount due you. 

If a concern has more than one plant, the insertion of addi- 
tional sheets will cover all of the information contained on 
Form 27. Where two or more plants are being operated, and 
it is important to know the operating costs of each plant, the 
"insert" sheet is provided to handle the individual items as 
e3cpressed on the former forms. 

The Divisions of the Charge Register. The elements of 
business are: 

(1) Materials and supplies; (2) labor, productive and non- 
productive; (3) overhead, or expense; (4) selling overhead or 
e3cpense. 

The ordinary charge register is ruled to take these divisions 
of business activity with or without subdivision and according 
to the nature of the work in hand. The subdivisions and the 
resulting columns are limited only by the size of the page. I 
do not recommend the inclusion of colmnns to a number which 
will make a page more than 24 inches wide; this width, with a 
depth of 50 quarter-inch lines, makes a workable book. The 
Interstate Commerce Commission in its first essay with the 
accoimts of railroads prescribed a distribution requiring about 
130 columns; this was so wide that the clerks could nicely have 
used jitneys to make the excimdons from one end to the other. 
Some of them even asserted that the register was health stealing 
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FORM 24: This form, of which the portioi 
directly opposite is a part, serves as a purchas 
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in that the climatic conditions at the one end of the page were 
apt to be very different from those at the far end! 

Practically, charge registers have developed into two classes: 

1. The small business which does not maniifacture, or 
manufactures only one article, can afford to make the charge 
register inclusive and to provide columns for each division of 
expense that has a fairly frequent number of transactions. The 
occasional entries can be put into the hold-all of a '' sundries'' 
column and dissected in the ledger. Rent, insurance, taxes, 
and piu'chases of fixed assets go through as sundries. It is not 
worth while to provide space for any division which has but 
one or two charges a month, although I have seen registers 
elaborated so that they provide for every conceivable item. 

2. The large or the complex business cannot possibly provide 
a charge roister with enough colimms to hold all detail, and 
therefore the chaise roister becomes a controlling account with 
broad divisions^ each of which are a subcolumn headed '' descrip- 
tion." The invoices are entered under the proper classification 
and the details are then carried in subsidiary accounts. Five 
hundred columns on a charge roister would not contain all the 
needed detail of large business, and hence it is not common 
sense even to try to make the register more than a broad classi- 
fication of items. 

Control of the Charge Raster. Some of the older book- 
keepers object to the chaise register on the ground that it does 
not give proper controlling accounts. The principle that every 
debit must have a credit is fimdamental and without it no assiu*- 
ance can be had against errors. But this principle is fully preserved 
in the charge register system — the total of the credit column of 
the register must agree with the aggregate of the debit distribu- 
tion columns on the sheet. Here is one check. The totals alone 
are then posted to the general ledger accounts instead of the 
voluminous individual entries. The impaid invoices are filed 
according to the name of the creditor in an ^'unpaid invoice" 
file; it is the matter of but a few moments to run over the invoices 
to any one creditor if it be desired to know the total or the details 
of what is owing to him; the invoices will give more and better 
information than the ledger accoimts possibly could. 

The open spaces in the '' account paid" column should 
check up with the unpaid invoices. If the wrong invoice has 
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been marked paid, a comparison between the unpaid invoices 
and the open spaces on the charge register will quickly locate 
the error. The invoices are afterward filed in a paid invoice 
index again under the creditor's name. The charge register 
gives every check and safeguard of the journal ledger plan, and 
in much more convenient form. 

These matters of payment, however, more properly belong 
in the next chapter. 

THE SPECIALTY COMPANY 

It will be assumed that the company has now reached a 
development where it needs more eflScient bookeeping methods 
and a charge roister system has been installed. 

All of the transactions of the company are not entered 
upon the forms, but only a sufficient number to illustrate the 
proper use of the forms. The complete transactions necessary 
to gain a comprehensible trial balance are as follows: 

Raw materials purchased: 

Prom Hemry Jones S 212.60 

From Elmer Frank 1,050.00 

From Allan Beers 128.00 

From Thomas Bost 61.76 Total, $1,439.26 

Supplies purchased: 

From Clyde Hawley S 100.26 

From Albert Low 47.60 

From George Andrews 96.00 Total, 1242.76 

Expenses incurred: 

Through Daniel Riggs S 16.60 

Through Hawley Smith 32.00 

Through Samuel Adams 105.00 Total, S162JS0 

The payroll for the month amounted to $1,639.75, which 
was paid in cash. 

Interest accrued was $41.67. 

The entries from the various books of original entry would 
be posted to the ledger accounts which in complete form would 
be as shown in Forms S34 to S45 inclusive. 

The resultant trial balance as of March 31, reads as in 
Form 846. 
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CHAPTER VI 

HANDLING ACCOUNTS PAYABLE 

IN the preceding chapter we took purchases through the order, 
receipt, entry, to the credit of the individual from whom 
purchased, and the distribution to the proper business 
account. Now comes payment. 

The elaboration of the machinery of payment will depend 
upon the size and character of the transactions, but as in all such 
matters, the principles remain identical regardless of the nature 
of the business or whether the bills paid amount to $100 or 
$500,000 a month. In the smaller concern the payment will be 
by the check of the owner; in the larger, by the treasurer, and in 
the very large corporation the comptroller will supervise all 
payments for merchandise. 

Cooperation Necessary. A main point is to coordinate 
buying and paying. Goods should not be bought without a 
prospect of paying for them and, therefore, the purchasing 
department and the treasurer's or comptroller's department 
should always be in touch with each other. As said before, these 
departments naay be contained in one individual. In many large 
corporations, orders by the purchasing agent exceeding a fixed 
gross sum must have the vise by the comptroller, in order that 
conomitments naay not be entered into in excess of expected 
income, or in the case of a very large commitment, that the 
financing may forehandedly be arranged. 

The invoice is up for payment. Attached to it is a duplicate 
of the purchase order, on which the receiving clerk has noted 
the quantities which actually have come to him. This con* 
stitutes an authorization. 

Payments then divided themselves very naturally into two 
classes. The first classification comprises the bills or invoices 
which carry a cash discount if paid within a certain time, gen- 
erally 10 days, and the other class includes the bills which do 
not permit of such a discoimt. 

S3 
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Cash Discounts. The cash discoiint should be taken; 
money can seldom perform a greater earning service. Look at 
the interest equivalents: 

1% in 10 days in a 30-day bill means 18% per year. TakeaSl,OOOinvoioe: 
the sdler pays SIO for the use of the money for 20 days— he o£fera that premium 
for paying the debt 20 days before it is due. This is 18% a year. 

2% in 10 days on a 60-day bill equals 14.4% per year. 

6% for cash in 30 days on a Onnonth bill is 14.4% per year. 

4% in 30 days on a 4-month credit is 16% per year. 

6% m 60 days on a 6-montb line is 18% per year. 

The keen business man takes discounts; bankers presume that 
the money which they lend is for this purpose. The trader whose 
statement does not show a practice of discounting will have 
trouble in obtaining loans no matter how good his statement — 
he will be stamped as not alive to commercial advantages and 
therefore not a good moral risk. 

The Maturity File. The invoices as received from the 
purchasing department are either filed alphabetically (as was 
described in the previous chapter) or placed in a maturity file. 
If filed by the name of the cmiitor, a card should be made out 
at the time of filing, containing the date when the payment of 
the invoice is due. If a card be provided for each day, there 
will be a constant reminder of what should currently be paid. 

The maturity file is divided into two sections, one section for 
the invoices on which discount can be taken, and the other for 
the no-discount bills. 

The payable invoices thus appear each day; after a check has 
been drawn, they are stamped ^^paid" and filed. 

It is desirable to fix a semimonthly pay day for all accounts 
which do not carry a discount^ and to use the full limit of credit 
permitted on each non-discoxmtable invoice. For instance, if a 
bill is payable in 30 days, put it in the payment date nearest to 
30 days. Sometimes this will be 5 or 6 days over the 30 days or 
again it may be a few days imder, but the average payment will 
be 30 days. Stated pay days are of importance. They not only 
increase the interest on bank balances but also save the time ci 
the executive who signs the checks. 

The interest on bank balances is not a trivial matter. If you 
will calculate the amoimt of money that you disburse in the 
course of a year, you will discover that even tiiough your business 
be comparatively small, the total disbursements will be astound- 
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ingly large. If you can retain a considerable average balance by 
reason of taking the full credit on yoiu* bills, the interest thereby 
gained is far from insignificant and it is absolutely clear profit. 

One of the large manufacturers of linoleum, whose disburse- 
ments run from $300,000 to $400,000 per month, makes his 
deposits daily and pajrs once a month. He thus has an average 
balance through 15 dajrs of about $200,000, which nets him more 
than $1,000 a year. The large department stores seldom pay 
more than once a month and since the bulk of their sales are 
cash transactions, the interest on bank deposits amoxmts to a 
very considerable profit item. 

Delaying payment until the full term of credit has escpired is 
an easy source of revenue. At the same time it should not, in 
fairness, be abused; it is neither fair nor good business, and will 
not in the end be profitable to exceed the terms of payment — ^to 
take 60 days on a 30-day bill and then endeavor to get the cash 
discount is "sharp '' practice. The exact terms of invoices will give 
sufficient profit without venturing into the zone of dishonesty. 

Methods of disbursement have changed greatly within the 
past 10 years, and today the ordinary form of bank check is used 
only by those who have not kept pace with the improvements in 
the way of labor saving and safety. New paying devices can be 
divided into two general classes — ^those for the payment of 
merchandise accounts and those for the payment of wages. 

Pajrment Procedure. Not a few houses still cUng to the 
ancient form of bank check. The reasons are often piu^ly 
sentimental but now and again a more or less plausible argument 
is put forth. In one very large carpet establi^mxent, the general 
manager insists that he likes to see the check stub as well as the 
check and to inform himself that both are carefully written — ^he 
distrusts the typewriter for all matters of accuracy just as many 
lawyers will not pass deeds unless they are made by a scrivener. 

The hand method entails (1) writing the check, (2) writing 
the stub, (3) entering in the cash book. Here are three operations 
and all slow because they are performed piu'ely by hand. It is 
as important to save labor in the counting office as in the shop; 
the modem method uses the typewriter and consolidates the 
whole performance into one operation through the voucher check. 

Voucher Checks. There are many forms of vouch^ 
checks and there is no considerable choice between them — 
it is largely a matter of taste and particular exigency. Forms 
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FORMS 28-29-30; These forms make up what is 
ooosidered a very effective voucher. The bottom form 
is printed on the reverse side of the voudier. The 
name of the payee and his address appear on the 
body of the dieck in such a position that an ''out- 
look'* envdop can be used. The vouchers are un- 
bound and are printed three or five to a page as desired. 
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28| 29, and 30 are good. These are unbound and may be printed 
three or five to the page as desired. The stub is perforated and 
on it are typed all ti^e necessary data— a description of the 
invoice, where entered on the books of record, and any allowances 
or discounts; the final amount must agree with that on the check 
proper. The stub is sent with the check and is detached by the 
creditor before depositing. It forms a statement to him of the 
whole reason for the payment. The name of the payee and his 
address appear on the body of the check in such position that 
an ^'outlook'' envelop can be used for mailing, llie use of an 
outlook envelop is again a matter of taste — ^many careful firms 
use them and other equally careful firms abhor them. Of course, 
there is always the danger of theft in an outlook envelop because 
the thief is informed in advance that it contains a check—- but, 
on the other hand, a business check is seldom of much use to the 
malefactor. There is a deal to be said on either side. 

A carbon copy of the stub and check is made at the time of 
its drawing and this copy, being punched suitably, is bound 
into a cash book, forming the disbursement side. The duplicate 
is ruled to take in appropriate columns the necessary allowances, 
discounts and oth^ possible deductions, the amounts to be 
charged accounts payable, and finally the net amoxmt paid. 

Not only is this form of check and its entering made in 
less than one third of the time taken by the older method but the 
possibility of error is lessened; error increases with opportimity; 
there is more chance of error in three operations than in one. 

The voucher feature of this check has been criticised in that 
it does not give a true receipt. When the voucher stub is torn 
off, there is nothing to show for what the check was given or 
received and therefore, it is urged, it cannot be an absolute 
receipt according to the tenor of the voucher. The fundamental 
idea of a voucher is that it should be self-explanatory; 
undoubtedly the check from which the vouch^ is torn before 
deposit is not self-explanatory, for its whole story is not complete 
until the vouch^ portion is restored. The point is not of high 
importance; it usually arises when a debtor has endeavored to 
make an arbitrary deduction from an account on which there 
was no dispute, and has sent a check for a smaller amoxmt than 
that due, with the words ''in full settlement." The general 
law is that the payment of a smaller sum is not satisfaction for 
a greater, unless there be a bona fide dispute as to the correctness 
of the greater amount. In the absence of a dispute the law holds 
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that no consideration exists to sustain a contract to take a smaller 
sum and, therefore, the creditor may take the check, use the 
proceeds, and bring action for the balance. 

A form in which all the reasons therefor are contained in the 
body of the check is shown in Form 31. This check has its 
receipt advantages, but it requires much more labor than the 
old style plain check. Probably the user will lose more money 
through extra labor than he will save through an added safety. 
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Special Voucher Check Forms. One popular form is an 
elongation of the ordinary check, space being added to contain 
the desired data or the statement of account for which the 
company wishes a receipt. The form is inconvenient and is 
objected to by the banks. Checks in the business world are of 
an approximately uniform size; the extra length of this big check 
protrudes and must be folded back and the flap through frequent 
handling becomes torn and dilapidated and not seldom limps 
home patched, pasted, and generally disreputable. 

Another type is similar to the regular bank check, but has a 
voucher form on the back. While convenient to persons handling 
a large voliune of checks, there is a banking objection in that, if 
it has to go through many banks, enough space is not left to record 
the successive indorsements and one impression may be placed 
on top of another which would complicate the determining of 
the order of responsibility in the case of non-payment. 

A practical objection to having the reason for issue on the 
face of the check is that neither the payer nor the payee cares to 
have his banking house so intimately acquainted with either the 
destination or the source of his fimds. The dislike of disclosing 
the reason for the check and, therefore, the possible disclosing 
of business secrets is usually an objection so great as to overcome 
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the slight additional protection which this form may afiford in 
the case of forgery. 

The large square combination voucher and check has been very 
popular; it fulfils all the reqxurements or needs of any individual 
or company. The principal objection comes from the bankers, 
and is a practical one. The sheet must be folded for convenient 
handling and other checks are liable to slip in between the folds 
and be omitted in calculation or otherwise overlooked. A 
check is a bank's receipt for the money which it has paid out and, 
failing to produce the check, it may not be able to sustain the 
payment. A missing check greatly upsets a bank's day. 

Check Protection. The man who has been accustomed 
to the old form of check generally asks: *'What protection have 
I against fraud or forgery when a check is written on the type- 
writer?'' The point was soxmd until the introduction of the 
protectograph — of which there are several excellent makes. 
The typewriter operator now fills in only the nxunerals; the 
words are printed by a protectograph and ^'raising" them is 
very difficult — ^the words and not the figures govern the amoxmt 
of a check. Of course no scheme can ever be devised to wholly 
prevent human dishonesty — that is an impossibility. But the 
modem check is as safe from alteration as a written instrument 
well can be. 

A coimtersignature on all checks is required by prudent 
organizations, but it is a sheer waste of time to insist that a 
large number of signatiu^ be added. I know one corporation 
which provides for 17 signatxu'es — ^which means that the time of 
17 presumably important executives is taken from the perform- 
ance of their regular tasks to the merely clerical occupation of 
adding a signature — ^for when many sign, none investigate. 
If the signatures are necessary to verify the correctness, then 
the auditing and comptroller's departments are lax. 

Petty Cash Payments. Payments of small bills, the limi- 
tation of which is generally set at SIO, are often made Ifrom what 
is known as ^' petty cash." This involves either the cash itself 
or a petty cashier's check. In the latter case, the cashier instead 
of carrying, say for example, S500 in cash, will have his individual 
bank account and will issue checks against it, no check being 
more than, say, 110. The checks after being audited and 
reconciled with the bank account are attached to the invoices 
and turned over to the treasurer's department. Where checks 
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are not used a form of petty cash voucher or petty cash receipt, 
as Form Z2, is desirable. 

At the end of the month the cashier files the vouchers or 
receipts in an envelop, Form 33, and records the figures as well 
as their distribution on the outside. The items on the individual 
vouchers are entered and distributed to their proper departments. 
This total is turned over to the treasurer who enters it as a petty 
cash disbursement in one item and retiuns a check to the 
cashier in the same sum to make up the amoimt between the 
disbursements and the standard balance adopted for the cashier. 
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Petty cash is the bugbear of business; it is the hardest to 
keep down in amount and the easiest in which to commit fraud. 
As a means of protection to the company's interest, the vouchers 
when placed in the envelop and turned over to the treasurer 
should be audited and an approval placed on each individual 
voucher. In the writer's experience the man higher up has 
often such confidence in his cashier that he will not examine the 
detail of the vouchers and often not even open the envelop. 

Cashiers have been able to defraud their companies of many 
thousands of dollars, through the lax performance of the 
superiors. Close executive supervision of petty cash will un- 
doubtedly tend to eliminate fraud, but there is a question 
whether the time of an executive can well be devoted to such a 
small matter. However, ihia apparently small matter may run 
into very large figures. The ultimate check on errors or dis- 
honesty in the petty cash will be foxmd in the analysis of 
expense, or through the cost system given in later chapters. 
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The Payroll. In some lines the payment of the labor is 
the largest single expense, while in others it is relatively insignifi- 
cant as compared with the total volume of transactions. 
However, in every case the payroll is a more or less awkward 
matter with which to deal. 

Quite aside from the question of getting a dollar's worth 
of work for a dollar expended is the further question of seeing 
that the dollars paid are actually devoted to the payment of an 
individual for services rendered — that is common honesty in 
disbursing the wage funds. Dishonesty, unfortimately, is not 
particularly uncommon when the nxmxber of employees becomes 
80 large that their identities are unknown to the executivea 
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The payroll has thus two phases. First; getting the money 
to those who efhould receive it and to no others. Second, accoxmt- 
ingand apportioning the moneys paid, in order that they may be 
charged to the prop^ department or article. 

The Marnier of Pajonent. The f»udulent opportunities 
in the payroll are many. Aside from stealing the currency in 
bulk — ^which is a poUce and not an accountancy matter — the 
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most frequent frauds arise out of conspiracies between the pay- 
roll clerks and the superintendents or foremen by which they 
create dummy employees. It is abnost imposEdble to prevent 
dishonest men in positions of trudt from cheating on the payroll. 
Proper accoxmtancy will quickly show an executive an imdue 
increase in labor in any department and will therefore promote 
an investigation which will disclose that mythical individuals 
are receiving wages; but this is a remedy which can be applied 
only when the illness has appeared and it is preventive merely 
to the extent that the conspirators must carefully watch to 
see that they do not steal enough to make a serious difference on 
the records. 

The best safeguard against fraud is the payment of labor by 
individual check. In several states, by statutory enactment, 
wages must be paid in cash and the better methods are out of 
the question. The objection to payment by check is that the 
average employee does not maintain a bank accoxmt and he 
feels forced to cash his check at some business house by favor, 
or possibly in the comer saloon. Banks will not cash checks for 
unidentified strangers. In a few flagrant cases, dishonest 
employers have arranged that their wage checks shall be cashed 
only at a discoimt in which they secretly share: this outrageous 
proceeding has not been imcommon amongst construction gangs 
in remote sections. 

The diflSculty of cashing the check can easily be met by 
providing funds at the plant and, although this is annojdng 
it is not a particularly serious or expensive affair unless the 
number of employees be very great. 

The safety in the payroll check is that each employee, when 
taken on is required to put an identifjring signatiu^ upon 
a register. Before his pay check may be cashed, he must in- 
dorse it and this indorsement, being compared with the regis- 
tered signature, is insurance against the dununy employee game. 

How One Big Payroll Was Handled. A moving-picture 
company with a payroll totaling nearly $1,000,000 a year, felt 
that it was spending too much for labor — that they were paying 
for work they did not get. Ample chance for fraud existed; 
the greater niunber of their employees — supers, carpenters, 
actors and actresses — ^were hired from day to day as the 
pictures required. The average term of employment was scarcely 
a month. With such shifting labor, the interjection here and 
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there of a dummy would scarcely be noticed and especially as the 
pictures were made at various studios throughout the coxmtry. 
They had been in the habit of paying cash; the treasurer 
would draw a single check for the entire amount of the payroll 
and then distribute the individual amoxmts in envelops to the 
foremen to be delivered to the employees. They decided to 
install a check system. When an employee was taken on, he 
was asked to sign a register and when IJie paid check came back, 
the cashier compared the indorsement with the recorded signa- 
ture. That company saved 915,000 in the next 12 months. 
Someone had probably been padding the payrolls — otherwise the 
saving would not have at once appeared. 
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The exact form of a payroll check is a matter of mdividual 
discretion. The improved forms provide for the distribution of 
the wages to the proper accoimt at the time of writing the 
check on the typewriter and at the same time make out the pay- 
roll sheet. In Forms 34 and 35 are columns for the various 
sections of the business to which labor should be charged and 
the amount of the check is carried out to the proper column. 
The headings of these columns and their niunber will, of course, 
depend upon the nature of the business, and they can be elabo- 
rated to any reasonable extent. 

The payroll sheets serve exactly the same purpose as the 
duplicate dieets in the check system for paying merchandise 
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accounts. Adding the distribution of each sheet on the adding 
machine will give the total departmental payroll with a minimum 
of effort. 

The checks are written from the payrolls of which repro- 
ductions are shown in Forms 36 to 39 inclusivCi or they can be 
written direct from the clock or other time cards. The sub- 
divisions will, of course, follow the business, but the point is 
that the payroll should contain all the needful information 
about the employees for f utiu^ reference. The slip sheet obvi- 
ates the necessity — otherwise a great burden in a large plant — 
of each week making a fresh copy of the names, and it also 
provides a guide to the labor turnover. Say 10 men are in a 
gang; the names of these men will be placed on the master 
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Forms 38-39 
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FORM 40: This is another style of payroll 
with departmental divisions for the various 
classes. It permits the giving of rewards and the 
dropiMng or the changing of emplojonent of any 
employee at any time with an exact knowledge of 
performance, both in day work and piece work. 
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It is shown only to illustrate the former labor 
waste. Pasrments are entered on the cash dis- 

accoimts, which thus fits into the general scheme. 
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F;0RM 43: He 18 another form that may offer 
accountants some helpful suggestions in enter- 
ing cash disbursements and distributing tiiem 
to the proper bank accounts. The operation 
of this form is quite simple and is identical with 
that of the others described in this chapter and 
is easily adapted to almost any business. 
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sheet and a line drawn. The names written below the line are 
of men taken on in place of those above and the ratio of the two 
lists will determine the labor turnover. If 10 names have been 
added, the turnover is 100%. When we consider that hiring 
and firing is one of the most severe cost biuxlens and is apt to 
escape notice, the opportunity always to keep track of the 
turnover by means of a sheet summary is most valuable. Labor 
turnover should be the subject of frequent reports for executive 
examination. 

The master sheet and the slip sheets taken together give 
a complete record of each employee and permit the giving of 
rewards and the dropping or tiie changing of employment with 
an exact knowledge of performance, both in day work and 
piece work. Form 40 is another style with the departmental 
divisions for the various classes. 

The Recording of the Pajrments. To go back to the 
payment of ordinary bills: The check has now been drawn, 
properly signed and coxmtersigned. The invoice which it pays 
is stamped ^'paid^' and deposited in the paid voucher file. 

Referring to the cash i^eet (which is the carbon copy of the 
check) the voucher number of the invoice to be paid by the 
check is had. This munber locates the invoice in the charge 
register; we compare the amoimt as entered therein with the 
amount on the check. If they agree, the date of payment is 
stamped beside the munber on the charge register, and a mark 
is made after the amount recorded on the duplicate cash sheet 
to show that the comparison has been made. That is all there 
is to the accoimting of the payment. 

In the old form of the accounts payable ledger, duplicate 
records were made both on the credit and on the debit sides. 
The same record has now been accomplished by a date stamp and 
the check of a pen on the cash book sheet. 

In Form 41 is the old-style cash disbursement book, with 
all of the detail of the drawing and signing of this particular check. 
It is shown only to illustrate the former labor waste. 

The payments are entered on the cash disbimsement sheet 
and distributed to the proper bank accounts. One of the great 
advantages of using forms such as these is that the bank 
account or accoxmts very readily fit into the general scheme. 
The method of operating Forms 41, 42, and 43 is self-evident. 
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THE SPECIALTY CX)MPANY 

The transactions for the month m the history of this com- 
pany to show the principles brought out in this chapter follow: 

As in the preceding chapter, only a portion of the transactions 
are carried out to the forms. The transactions for the month 
in full are assumed to be as follows: 

The bills below noted were paid throughout the month, 
owing to the advantage of getting important cash discounts. 

Elmer Frank was paid $1,029.00 in cash, earning a discount of S21.00 

Allen Beers was paid 122.50 in cash, earning a discount of 2.50 

George Andrews was paid 93.10 in cash, earning a discount of 1.90 

Hawley Smith was paid 31.36 in cash, earning a discount of .64 

Interest accrued for the month 41.66 

Payment of 3 months' interest 125.00 

Payroll for the month 1,581.25 

Purchases for the month: 

Materials and supplies 1,985.40 

Expenses incurred during the month 649.85 

As a result, the appearance of the ledger accounts are as 
shown in Forms S47 to S59 inclusive. 
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The trial balance, as of April 30, is shown in Form S60. 
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CHAPTER Vn 

HOW ACCOUNTANCY HELPS SALES 

THROUGH marketing, the commodity is exchanged for 
money or its equivalent. The process may be simple or 
complex; the most complex is that of the man who both 
makes and sells goods, the simplest is that of the broker who 
buys and sells without ever having the goods in his actual pos- 
session. No questions of salesmanship can be taken up in this 
chapter except insofar as the fxmdamentals of all salesmanship 
are concemcKl — Shaving the rightly priced goods ready at the 
right time. Neither will it be possible to take up all or even 
any large nimxber of the almost infinite divisions of the market- 
ing question, but the right method for any given business is 
merely an adaptation of the general principles to the problem 
which may be in hand at the time. 

Anyone who sells may find in this chapter a method for his 
needs, even though it be described or formulated more expressly 
for some business other than his own. The man with a few 
large sales will not adopt the plans of the small department 
store; neither will the man who sells services need the accounts 
of the manufactiu'er. But, taking this or that plan or part of 
a plan here given, anyone can undoubtedly assemble factors 
into a smoothly working, eflSicient whole. 

If we assmne, for the moment, that the dealer knows the 
base price of the commodity which he is offering — ^in the case 
of the merchant this will be the price which he must pay to 
put the commodity in a position to sell and in the case of the 
manufacturer it will be the production cost — ^then marketing 
divides itself from an accoxmting standpoint into two great 
divisions: gross sales and selling expense. 

Profits Require Detail Study. Not infrequently all the 
items under these headings are liunped; profits, however, are a 
question of detail study and any accountancy which makes for 
profit in marketing must, as a first step, install a system which 
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will so exhibit sales and selling expense that every phase of the 
operation may be examined wi^ exactness. Most business 
losses arise from ignorance and self-deception; marketing 
problems simply resolve themselves when reduced to elements. 

The Unit of Sale. The point is to discover the profit on 
individual sales, which means that one must first determine the 
costs on individual sales. It may be that costs are too high 
or again that the selling price is too low, but certainly neither 
point can be determined unless the facts are known. It is the 
f imction of accoimtancy to show the facts. 

The unit is the individual sale; too many managers quite 
overlook the individual transaction — ^they like to contemplate 
sizable volmnes and not the paltry sin^e sale; consequently 
many reputations have been built up on the volmne sales of 
*' leaders" on which the profit was really little or nothing. 

We have a case in mind of a Boston paper house. The point 
at issue was how to increase the profits of the business. Sales 
were good but profits were non-existent. 

The real trouble lay in the lack of system showing the profit 
made on the different lines handled. Salesmen were paid a 
commission based on the gross sales, and though the results 
were frequently satisfactory to them, they were working in the 
dark as far as the company's betterment was concerned. 

We first made an analysis to arrive at the cost of the different 
lines of paper sold, and, as a result, a selling plan for the salesmen 
was devised. All were furnished with a cost sheet and a mini* 
mum sales price list. They were then told that in the future 
their commission would be a percentage of the profits and not 
of the gross sales. In other words, on some goods that were 
sold practically at cost to enable the company to carry a com- 
plete line and meet all competition, practically no commission 
was paid. On others a commission was agre^ upon so that 
there existed an incentive to the salesman to sell the line most 
profitable to his house. 

The plan was received with enthusiasm by the sales force, 
for the average salesman possesses clear perceptive abilities, 
and this group of salesmen realized that they would now be 
able to exercise judgment to their own as well as to the com- 
pany's advantage. 

At the end of the year following that in which the plan was 
put into operation, every salesman but one had increased his 
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own return, and the house had made a profit of about $37,000, 
as against a loss in the preceding year. 

Pajing Salesmen cm a Commission Basis. In only too 
many companies there exists an unwillingness to pay salesmen 
in accordance with what they have earned. Even manufac* 
turers who are willing and anxious to place their factory workers 
upon piece work or some similar plan, are still reluctant to apply 
the same principle to their sales force. They take the attitude 
that a salesman's job is worth so much money and no more, 
with the result that they are obliged to stimulate sales by other 
and far more expensive expedients. 

Paying commissions on the basis of profits rather than gross 
sales is now common to every careful business. Indeed many 
bond houses now pay on a sliding basis — ^the bonds on which a 
profit is made are rated on a commission basis while the others 
in which only a brokerage fee may be charged are not coimted 
in the commissions, but are merely marked as ^'credits'' to the 
salesman to determine his standing and possibilities. 

Marketing Divisions. The broad divisions of selling are: 

1. The manufacturer who sells his product to a single dealer, 
commission merchant, agent, or jobber. His sole selling expense 
is the commission charge, and his determination of whether 
or not it is more profitable for him to sell only to this one soiux^ 
or to market on his own accoimt, will be detemuned by whether 
he can, all things being considered, sell at a lower price than he 
pays to his jobber or agent. 

2. The manufacturer who conducts his own selling. 

3. General merchandising or the purely marketing organi- 
zation. 

In selling through a single source, we have the sale of the 
entire product to a single jobber at a fixed price or the sale of 
the entire product to several jobbers. Then we also have the 
selling agent and the commission agent. 

The jobber in most cases buys outright. The price, and all 
incidentals are closed with the jobber when the sale is made; 
then and there, the connection of the manufacturer with the 
article ceases, except, of course, as to such returns or the like 
which may subsequently arise, but to all intent the sale is com- 
pleted when the goods are taken over by the jobber. 
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The selling agent may or may not be an actual agent of the 
corporation. If he be an actual agent he is in the position of 
an employee who pays his own expenses and receives a commis- 
sion, and as such, the principal and not the agent is responsible 
for his contracts and engagements within the scope of his 
appointment. The details depend upon the exact contractual 
position which the agent holds with the principal. The principal 
and not the agent is responsible for non-delivery, must bear 
losses upon the goods, and attend to the collection of accounts. 
There is little distinction between the agent directly employed 
by a company and the independent selling agent, except that 
in the case of the latter, he pays his own selling expenses and is 
his own director. 

Sales agents are appointed for various reasons; it may be 
that the manufacturer has not the capital both to make aiKl to 
market his line; it may be that the sales agent has a peculiar 
knowledge of the market, which makes his services of great 
value; or again an agent may be appointed merely so that the 
insiders in the manufacturing company may, through partici- 
pation in the sales agency, make a profit in addition to that made 
by the company. The last reason is not always imfair; it quite 
often happens that the promoters of a company have a marketing 
as well as a manufacturing knowledge which they desire separately 
to capitalize and they do so with the full consent of the share- 
holders in the manufacturing end. 

Commission Merchants a Big Factor. A commission 
merchant is an independent contractor with the company. He 
sells to whomever he likes at the best price he can obtain, or at 
a prearranged price, and the company is not responsible for his 
acts, although in most cases he does not assmne to guarantee 
the payment of the accoimts for the goods which he sells. The 
eonunission merchant is apparently a necessity because he 
brings the buyer and the seller together when they might other- 
wise have great difficulty in meeting; he is in the nature of an 
open market. The method is often most uneconomical and 
interjects a considerable element of chance into the seller's 
affairs, but the commission man is and bids fair to continue to 
be the largest means for the disposal of raw material. 

In every case the market medium will be determined by the 
principal on the grounds of expediency — ^what is most profitable 
under all the circumstances. 



Digitized by 



Google 



106 BUSINESS ACCOUNTANCY 

Selling Expense and Selling Deductions. Unfortunately 
it costs money to sell, and again, unfortunately that which haa 
been sold does not always stay sold, because the goods delivered 
may be defective in quality or damaged in transit. That expense 
which is entailed in the actual marketing is known as '^ selling 
expense '^ while the allowances which are compelled to be made 
in order legitimately to satisfy the customer are ' Wes deduc- 
tions.'' The distinction is important; each hits into the profit 
from operations, but the first expense is chargeable properly 
to the phjrsical marketing while the latter is a charge against 
manufacturing. If the two lines be confused, the acciu*ate 
determination of where executive pressure should be put is not 
possible and economies may be attempted in the wrong place. 
But, as in many accountancy matters, fixed rules will not give 
the continuously correct apportionment; the classification of 
the charge is to be determined by common sense under the 
circumstances. There are fixed rules, but I do not reconunend 
that they be rigidly applied; instead, let each expense be traced 
back to its soiu'ce. 

If the expense be purely one o! salesmanship, then it is a 
selling expense; if, on the contrary, it flows from something 
which happened in or had to do with the manufacturing, then it is 
a selling deduction and is to be regarded as a factory cost. 

When Is Packing a Selling Expense? Packing may or 
may not be a selling expense. If the packing is that which goes 
directly on the goods such as the jars which hold fruit or the 
paper boxes containing biscuits, the charge is against the cost 
of the goods, for they could not be sold without such containers. 
Anything that is part of the product for piuposes of identifica- 
tion, as individual wrappers or containers, are factory deduc- 
tions, or rather are an integral part of manufacturing cost. 

Packing for shipment is commonly to be taken as a selling 
deduction, for the cost of that packing depends upon the market 
in which the salesman has sold. Goods which go out to the 
Pacific Coast from the East require more expensive packing 
than those ddivered in the next block. It would be wrong to 
charge all packing and, sequentially, all freight outward to the 
goods themselves. The factory has not caused the difference in 
costs; the discretion has been that of the salesman and the 
expenses must be selling items. If, however, the salesmen have 
different prices for different sections to cover the shifting costs 
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of packing and transportation, then these charges will be sales 
deductions, for the factory has fixed the prices to cover the 
added costs. 

Uniform prices, regardless of territory, are, however, quite 
usual and it would be well for each merchant to divide his selling 
expenses so that he may see just how much it costs to sell in 
this or that district. I have never seen such a division made 
by a national manufacturer, selling from coast to coast, which 
did not show that in some sections he was selling merely to help 
his pride and not his profit; in distant markets, the extra packing 
and the high freight outward will commonly be found to absorb 
the entire normal profits. 

When Is Breakage a Selling Expense? Breakage is a sell- 
ing expense only if the breakage varies with the distance to or 
with the kind of transportation made necessary by the salesman. 
A regular, recurring breakage — ^inevitable in the class of goods 
sold, is a sales deduction. If the breakage or defects consist- 
ently appears in say only one of several classes of articles car- 
ried, the price of that article should be raised rather than the 
expense distributed over all the lines. 

Whenever the traditions of the trade will admit, sales should 
be made f. o. b. the place of manufactiu^. This avoids putting 
the calculation of the freight up to the salesmen and conse- 
quently avoids the losses which occur through his inevitable 
mistakes, for the calculation of freight charges is often a noiatter 
for experts. If delivery charges must be paid, then a large 
business may find that it will pay to establii^ branch depots or 
warehouses to which the goods may be sent in bulk and from 
there distributed. The freight savings through large shipments 
will usually more than save the cost of the maintenance of the 
storage houses. The beef packers nearly all havte such local 
warehouses and many manufacturers with wide markets have 
also adopted the plan. But the shifting of the freight to the 
consumer, as in the automobile business, is the most economical 
practice. The maker's profits can then be brought down to an 
exact fraction of the known costs instead of also including an 
average freight charge and thus the nearby buyer does not have 
to help pay the cost of shipping to the man far away. 

In most lines of trade there are zones beyond which it is 
not often profitable for either the seller or the buyer to trade; 
good business will recognize iwd be guided by this fact. The 
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exception to this rule is the marketing of the high-priced £(pe* 
cialty which is so profitable that the delivery costs are n^ligible 
when compared with the. profits. 

Selling expenses include the actual expenses incurred in the 
process of selling, and have two main divisions — ^the one charge- 
able to personal salesmanship and the other to the impersonal, 
which is broadly known as advertising. 

The common sales deductions are returns, allowances, and 
trade discount. 

Returns represent goods which are not accepted by the buyer. 

Allowances are special terms or compromise settlements 
granted to the purchaser in consideration of his agreement not 
to return goods which it might be within his right to return. 

A trade discount is a discount which is given with the idea 
of stimulating the purchase of any particular product. It is 
very different from a cash discoimt, which is in the natiu^ of a 
premixmi paid by the seller to the buyer for the payment in 
cash of an invoice before it becomes due in regular course. The 
trade discount may be for quantity pm^chased, in which case it 
has some excuse for being, but usually it is but a cumbersome 
method of reducing the list price to the real price at which the 
seller is willing to dispose of his goods; it is a survival of the 
days when trade was a matter of haggling. 

Giving Credits and Allowances. The average executive 
will insist upon signing each bank check — although the actual 
checks probably mean nothing at all to him; he will also scru- 
tinize iJl invoices or at least their totals, but the giving of credit 
slips is commonly relegated to some clerk or other subordinate 
and receives no executive attention whatsoever. It is not com- 
monly considered that a credit memorandmn is as much a pay- 
ment of money as a bank check and that there are far more 
opportimities for sharp practice in the credit accoimt than in 
the bank accoimt. I have found a number of concerns where a 
big share of the actually earned profit was subsequently remitted 
in the form of irresponsibly approved credit memoranda. Every 
such memorandimi should be signed by a person of authority 
equal with those who sign checks. 

All sales deductions should be subject to keen analysis. 
Whenever a credit has been given, the slip should go to the cost 
department, be entered in its proper division, and thus put into 
position for analysis. 
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Credit Memorandum. An excellent type of credit memo- 
randum in successful use is shown in Forms 44 and 45. It 
follows the general idea of the bank check; the original goes to 
the customer; the carbon is supplied with columns adapted to 
the business so that the amounts allowed may be distributed 
at the time of writing the credit to the proper department. 

Form 46 is designed for a retail house where the credits are 
frequent and are given to the customer on the spot. The car- 
bons are gathered at the end of the day^ distributed to the 
departments and their total taken off on an adding machine 
for cost investigation. 

The whole subject of returns and credits in both wholesale 
and retail business is now receiving the study which it should 
have had long ago — ^before the present loose practices became so 
firmly established. It has not had previous attention because 




Forms 44-45 



cost systems were not sufiSciently in use to tell the owner just 
where he stood and, besides, the idea prevailed that every buyer 
was an asset. Customers who return goods frequently and 
without cause, or who insist on many allowances are not assets, 
and their buying should be discouraged. 

I recall a jobber who was much bothered by the many re- 
turns and petty allowances demanded by the man whom he 
considered to be his best customer and who undoubtedly did 
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buy from him the largest gross of the year. I made a careful 
analysis of the accoimt over several years and foimd, as I had 
suspected, that it was handled at a loss. The jobber would not 
believe the figures at first; he insisted that his judgment could 
not have failed. But the figures were right. The only course 
was to have a talk with the buyer on the conduct of his business 
and, in the event of a refusal to use reason, to turn down the 
account as courteously as possible. 

The buyer had been thoughtless and wilful rather than de- 
liberate in his actions; when the noiatter was squarely put up 
to him, he saw not only the justice of the argument but also 
he was impelled to look into the state of his own costs. He had 
been freely permitting returns and passing them back to the 
jobber, who also had been losing money without knowing it. 
Both men modified their rules, restricted returns, and turned 
the former losses into profits. Not a few of the large department 
stores who shift the burden to the manufacturers have been 
refused as customers by the men who keep acciurate costs. 
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Sales. The methods for recording sales Will vary with the 
nature and the volimie of the business. The effort should be 
toward simplicity; as the sales grow, much of the work can be 
done by machinery. 

In the old-fashioned bookkeeping all of the invoices were 
copied in detail in the sales book; a $5 or $10 bill of small items 
would often fill an entire page. The waste was enormous. 

The next development of the sales journal was the inclusion 
of additional cojimms, each representing a division or product 
and, as sales were made, the amoimts were distributed to the 
proper colmnns, the total of the entire sales being posted to the 
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accounts receivable, while the totals of the different divisions 
were posted to separate sales accounts indicating the volume of 
the sedes of each commodity. 

This was a long step over the former method of dealing with 
sales only as a whole, which gave no opportunity for sales anal- 
ysis, and if a business has only a few lines and the daily sales 
are not niunerous, this method cannot now be improved upon. 
Merely totaling the columns will determine the lines which are 
selling best; with the provision of other columns to enter the 
cost of the articles sold, a daily gross profit by lines can be 
arrived at. Then the selling expenses and capital charges can 
be deducted from the gross and the net profit easily ascertained. 

Such simplicity is only possible in the small business with 
but few departments or lines and a definite cost value for each 
article — ^normally the purchase price. All of the foregoing 
entries are made by hand — the entries being so few that the 
hand is quite as economical as the typewriter. The bills also 
being few, they can be prepared on a machine or by hand. 

In the larger business a system more economical of labor 
must be used if the best results are to be attained. 

Machine Bookkeeping. I do not recommend in any case 
the keeping of accoimts on cards. They are undoubtedly con- 
venient in some respects, but when used for accoimts receivable, 
the danger of loss is very great. It is impossible to keep them 
always in the file — they must be taken out now and again and 
there can be no assurance that they will be returned. I have 
foimd them jammed up behind telephones where they had been 
taken to answer customers' questions, I have found them in 
the letter files attached to collection letters, in short, I have 
always found some of them missmg and there is no check on 
earth to prevent this mislaying every now and again. 

But even if this vital defect could be overcome, there remains 
a waste of motion in the use of cards which means dollars in 
clerical hire throughout the course of a year. 

Here are the movements in postmg from a card; first the 
card IS foimd in the file, then it is taken out and laid down, 
the entry is made, and finally the card is replaced. In loose- 
leaf methods, the motions incident to taking the card frcmi the 
files and putting it back again are saved. The insurance against 
loss and the saving in labor make the looseleaf preferable to 
the cards. 
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Where Monthly Bills Are Less Than a Thousand. 
The billings for a house with less than a thousand bills a 
month can be cared for on Forms 47 and 48. This is de- 
signed for use on the typewriter or billing machine, as are all 
systems for medium and large business, and is founded on the 
principle that sales must be analyzed as they are made— a 
cardinal principle of every phase of selling. It will have been 
noticed that idl modem bookkeeping works toward gaining as 
many results as possible from one operation of the clerk. 




In the form given, the invoice is made as a top sheet; under 
it is a sales sheet and the third copy is extended with colmnn 
divisions corresponding to the divisions of the sales ledger* 
Thus all the records may be made at the one nm of the type- 
writer or billing machine. If the number of kinds of articles 
sold be small, additional coliunns may be added for the cost 
prices and thus the mere footing of these two columns will permit 
the instant ascertaining of the gross profits. This ready method 
of arriving at gross can be best used by the concern which has no 
factor to consider in the cost of the goods other than the price 
paid for them plus overhead (which is not to be considered in 
gross selling profits) and is therefore preeminently for the trading 
rather than the manufacturing concern. 

The company of larger business volume cannot have the 
simple gross profit system as above, for it would take far too 
long to extend the costs. Instead the costs must be cared for 
by a distinct department. 
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Many ingenious systems have been devised for the mechani- 
cal keeping of records and nearly every very large organization 
has adopted some method of its own which comprehends billing 
and adding machines. The truly up-to-date office will not 
tolerate the waste of. time and the possibility of error involved 
in clerical addition; it is doubtful if any big business could keep 
its records were it not for mechanical aid. They have gone far 
from the days of the old bookkeeper on the high stool. It 
would be useless to attempt to ^xplam even a fraction of the 
many splendid systems in use, for each is adapted to the peculiar 
needs or desires of the business for which it was designed. 

Simplifying the Making of Records. The thought is to 
make as many other records as possible when the invoice is 
being prepared. One method is to adopt the standard form of 
sales book with plain, numbered loose sheets of the same width 
as the invoice and about 20 inches long. The billing clerk takes 
the statement of the shipping clerk and from it writes the invoice, 
the carbon copy of the invoice goes through to the sales book 
sheet and also to whatever munber of other sheets required for 
the distribution or the cost department or other records. 

The final sheet is a proof sheet while the others have such 
rulings, printed matter or markings as may be desired; in some 
cases the bill of lading and duplicate is even written at the same 
operation as the invoice. Tlie invoice or a carbon sheet is 
turned over to another clerk who posts the totals to the individual 
ledger accoimt by another carbon system; the original is the 
statement to be sent to the customer at the end of the month 
and the copy on the ledger page constitutes the accounts re- 
ceivable ledger. At the end of the month the statement is 
ready to be taken out from the book or file and mailed to the 
customer without further labor. 

There are numerous accuracy checks; first the detailed 
invoices are taken off on the adding machine; the billing clerk's 
machine has an automatic device for keeping the day's total 
and the ledger clerk also has the totals of what he has posted. 
These three totals must agree. If mechanical devices have 
been used, there is no possibility of error unless the shipping 
clerk has sent up an incorrect statement. 

Here is another plan which is used by a large company 
which keeps a stock on hand sufficient to fill each order as it 
comes in from the salesman. Everjrthing is done in the one 
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operation. There are a number of copies. The salesman's 
order is taken as the guide. From it is written the invoice. 
The first copy goes to tiie oflSce as a sales sheet, the second to 
the stock room as a requisition to send the goods to the shipping 
clerk, and the third copy goes to the shipping clerk and acts as 
a reminder if the goods do not arrive from the stock room. 

The shipping clerk also has another copy which is on a bill 
of lading and is furnished to the railroad, and still another copy 
which he packs with the goods in an envelop marked ''memo. 
of contents'' for the use of the purchaser. When he sends out 
the shipment he returns one of his copies to the oflSce which 
thereby knows that the invoice may be mailed. If a shipment . 
is incomplete a new bill of lading is made out and a note is 
made on the invoice and the other copies of the shortage; of 
coiu*se, unless the great percentage of the shipments are cor- 
rect, this system will not be economical, for the correction of 
the many copies is a laborious task. 
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Form 49 



Where a concern has branches the system shown in Form 49 
may be used; in view of the preceding explanations, it need not 
be further detailed. 

Cash Sales. The recording of cash sales is of vital impor- 
tance because of the ample opportimity for fraud. This matter 
will be taken up in the succeeding chapter, and it is only neces- 
sary to say here that the best possible safeguard is a cash register, 
which makes a check on the cash and also helps to keep a record 
of the stock on hand. Every sale when registered on the machine 
checks up merchandise as having gone out against the cash 
as having come in. 

Selling Expenses. The accounting procedure in recording 
the expense involved in sales is very simple when related to 
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the jobber. The companies which manufacture and sell to 
jobbers only, do not botiber to record the commission or discount 
given to the jobber, but carry their sales at the net price which 
they are to receive. They record, however, cash discoimts when 
they allow them for prompt payment. 

With the selling agent this procedure differs according to 
terms of the contract with the selling agent. The conunissions 
and other expenses which have been incurred are deducted and 
the balance is charged to the selling agent. This applies where 
the selling agent makes his own collections and remits directly. 
Where the sales as made are turned over to the home company, 
the debits are to accounts receivable with the corresponding 
credit to sales in the full amoimt. The accounts involved are 
sales returned, sales allowances, freight outward, and the like. 

The accoimting end of the commission man's business is 
quite similar to that of the jobber. Many houses do not con- 
sider the commissions and other expenses paid by the com- 
mission man and which he deducts before paying the consignor. 
In that way they treat only the net or the abstract and save a 
considerable amount of time and labor. Other houses take all 
of these items into consideration with the idea of getting up 
certain statistics to iise as a basis for fut\u*e business. 

There is quite an elaboration of accoimts where the company 
conducts and maintains its own selling organization. For in- 
stance, there are the salaries of salesmen, expenses of salesmen, 
commissions, advertising, selling office expense, and so forth. 

Salesmen's Expenses. The handling of salesmen, with their 
reports, their commissions and their expenses is apt to be most 
disagreeable. The better the salesman, the less amenable is 
he to rules or regulations. The pluggers will obey all the rules 
but they will not sell goods. 

The important matter in deahng with salesmen is to know 
whether the man or the territory is responsible for the sales 
and also to know whether or not the sales which are being 
made are of the goods which the company most desires to sell. 

Various kinds of salesmen's reports have been devised; 
the best are those which give the salesman nothing more than 
a mere scribbling to complete the record. Let cards be given 
to him containing the names of the people whom he is to see 
and all the needed data; on this he can record the simple state- 
ment of the result of his visit — a turndown, a failure to see, or 
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an order, and mail it back to the office. The office should attend 
to all other clerical work. Consider the salesman as through 
when he has seen the prospect. 

In corresponding with salesmen, a considerable saving is 
effected in time and expense by the use of a form such as is 
shown as Form 50. It renders regular letters unnecessary and 
saves time both for the employer and the salesman. 

The ordinary method of treating the traveling and other 
road expenses of salesmen is unsatisfactory. It is unfair to fix 
an arbitrary limit, regardless of conditions, if it is expected that 
the man will chaise his actual expenses if they are less than the 
fixed limit, but pay them out of his own pocket if they exceed 
the limit. If there are no standards, the expense account is a 
subject ot endless debate in bitter mood. The best plan is to 
standardize expenses according to a comfortable rate determined 
by the population of the town visited and to credit the man 
with the amoimt allowed imder the rates, regardless of what he 
may actually spend. Thus he will make money on some trips 
and lose on others, but in the end both the company and the 
man will come out about square and all discussion of expense 
accoimts can be avoided. 

Form 51 is used where the time of the men is to be distributed 
as in the case of professional services. General salesmen's time 
need not be so distributed unless they carry several lines and it is 
desired to know what proportion of time is spent on each line. 
The form given is basic and will of course be modified to suit 
conditions. The advantage of standardization is self-evident. 
The reverse of the report fully explains its workings, and reads 
as follows: 

Expense schedulee are to be rendered for the periods from 1st to 8th mclusive, 
9th to 16th inclusive, 17th to 24th inclusive, and 25th to and including the last 
day of the month. 

Railway fare will be allowed at exactly one-way rates. An individual may 
buy mileage or round trip tickets and make a profit for the individual, but he 
must assume the risk of loss of same or not having appointments to use return 
tickets or mileage. 

No telephone or telegrams to New York office to be charged from points 
where the charge can be reversed. Under no circumstances should any expense 
be incurred for either telephone or telegrams, where the subject is personal. 

Sleeping car berths are chargeable at lower berth rates, regardless of whether 
lower or upper is occupied. This in order to avoid any question on this point. 

Parlor car seats may be charged when the distance traveled without change 
of cars is in excess of 99 miles. 
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The Uving expenses, including meals, room, tips ^th meak, and so on, will 
be charged for as follows: 

In towns up to 7,500 S2.50 a day 

In towns from 7,500 to 15,000 3.00 a day 
In towns from 15,000 to 30,000 3.50 a day 
In towns from 30,000 to 50,000 4.00 a day 
In towns from 50,000 to 100,000 4.50 a day 
In towns from 100,000 to 250,000 5.00 a day 
In towns over 250,000 5.50 a day 

The population of a town or city is to be determined by the figures given 
in the latest issue of Travelers Railway Guide. 

The town in which the client's place of business is actually located, is the 
one considered in this schedule. As an instance, a client located in Cambridge, 
Mass., would be subjected to a cost of $5 a day, though the stafif membinr 
might choose to reside in Boston, the adjacent city. The distinction between 
a separate city and a suburb of the same city, is determined by the existence 
of a separate city, town, or village government. An exception is made when the 
town or city in which the client is located is without suitable hotel accommo- 
dation, in which event the rate of the nearest town or city having such accom- 
modation, will be charged. 

All travel to and from a client's place of business when outside of the New 
York Metropolitan district will be at class A rate. 

For charging purposes a day will be divided into tenths, breakfast being 
chargeable at two tenths, lunch one tenth, dinner three tenths and room four 
tenths of the day's allowance. Such expenses are charged by checking the 
squares on the reverse side of this sheet, ten squares being allotted to each day 
under each class. 

Upon work done in towns close to New York City and in what is known by 
us as the New York metropolitan district, only traveling expenses are charged. 

The New York metropolitan district, from our standpoint, includes such 
cities, towns, and villages surrounding New York as can be reached at 9:30 
a. m. by leaving some railroad terminal or ferry in New York City not earlier 
than 8 a. m. 

No expense of any other member of a staff's family is chargeable under 
any circumstances. 

The rule for men going to a new place to begin continuous service, is that 
they may charge their expenses throu^ the following Monday at the schedule 
rate of the city, town, or village they are in, and thereafter they will be allowed 
the sum of S1.75 a day. Any service that it is known beforehand will require 
three weeks or more of uninterrupted service in one city, town, or village, is 
considered a continuous engagement. 

No moving expense or charges on trunks or personal belongings are to be 
charged to the company, unless a staff member is going on a ''continuous" 
engagement, in which event baggage transfer charges and railroad excess bag- 
gage charges will be allowed on 300 pounds of baggage. 

Excepting when working in New York City or Brooklyn, car fare may be 
charged from hotel or boarding house to client's place of business, when the 
use of a car is necessary. 
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Tips: For extraordinary ezpenaesi such as tips, checking baggage, and 
so on, an allowance of 60 cents will be made per day for the first whole or 
part of a day in any one place. No charge will be allowed after the first con- 
tinuous day in one place. 

Excess fare trains may be used only when it is thereby possible to save time 
between 8 a. m. and 6 p. m. for the client, this company, or the 8ta£F member. 

The above schedule is based upon the belief that some members, economically 
inclined, will make a profit on this schedule, and others, more liberally inclined, 
will incur a loss. This individual difference should not concern the company. 
Hitherto the liberal men have cost the company more, and the economical men 
less, without either of these qualities being put into the balance of weighing 
the value of the individual, and this works an injustice to the economical men. 

This 18 to apply to ever3rone in the company's employ, including executives, 
and is not designed to make any money for the company, but rather, if the 
average of the past be considered, to give the staff members a little gain. The 
company, however, gains the advantage of decreased clerical labor, avoiding 
the disagreeable task of criticising expense, eliminating all question of honesty, 
and bdng able to give a client a definite estimate of expense. 

For the duration of the war, 15% may be added to the expenses desig- 
nated as units A to H inclusive, on all contracts with new clients. Show the 
Additional amount in the space under H on the recapitulation in the lower 
left-hand comer. 

Salesmen's Commissions. The best method of determin- 
ing commissions is through their relation to the profits made 
on the lines sold. A flat commission is never satisfactory to 
the employer and it will usually result in the pushing by the 
Balesman of the easy selling leaders on which the profit is small. 

But to fix commissions on profits, detailed costs are necessary, 
and the basis of all conunissions should be a sheet of operations 
as in Form 52, shown on Insert III. 

The company for which this sheet was made had thought 
that the real money makers were far different from those which 
the exact figures disclosed. It was foimd that some of the sup- 
posedly good salesmen were selling only the least profitable 
lines, while some of those salesmen who were not so highly held 
were really making more money for the company than were the 
reputed stars. The manner of making up this sheet will be more 
fully taken up imder the cost sections of this book, but the report 
is here shown as the kind of a report which should be used to 
make up commission rates. The low profit lines, if they are not 
cut out entirely, will carry little inducement for the salesman 
to push them, while the high profit items will have a high com- 
mission which will spur the road men on to increased sales. 
Salesmen will see the point of the sliding scale and fall in with i1^ 
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FORM 52, described on page 118 
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FORM 50: In corresponding with salesmen, 
a saving is effected in time and expense by 
the use of a fbnn such as shown here. It 
renders regular letters unnecessary and saves 
lime both for tiie emplosrer and the salesman. 
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FORM 51: This fbnn is ef- 
fectively used t^ many oon- 
cemt where the time of the men 
it to be distributed, as in tiie 
case of professional men* The 
Ibnn given is basic and should, of 
course, be modified to suit oon- 
ditioos. The advantages of 
standardisation is self-evident. 
Many concerns are now using 
this or a similar form with 
success. Complete instructions 
for using this form are repro- 
duced on pages 116, 117, 118. 
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The whole subject of marketmg from the cost and accounting 
side is divided into two great divisions: (1) properly to charge 
the buyer with what he has bought, and (2) to find out in detail 
the profits, which means a detailed investigation of expenses 
and costs. The latter will be taken up under expense analysis. 

THE SPECIALTY COMPANY 

The recording of sales is so simple and it may be accom- 
plished in so many diverse fashions that they will not be here 
recorded on any of the various forms. The items sold would 
be credited to sales and debited to accounts receivable. A 
niunber of other business transactions have also been included 
to roimd out the progress of the enterprise. These are all en- 
tered to the proper ledger accounts and finally a trial balance 
is taken off. 

The following sales were made, as recorded in the sales ledger: 

David Jacobs $1,650.00 

Frank Cappell 210.00 

Edward Mann 1,075.00 

Martin HaD 662.50 

Joseph OdeU 170.00 $3,667.50 

Payroll for the month $1,665.00 

Purchases for the month: 

Raw materials $1,235.50 

Expense 239.00 1,474.50 

Payments made on accounts payable. 2,060.70 

Cash discount on purchases 42.05 

Interest accrued 41.67 

As a result, the appearance of the ledger accoimts is as 
shown in Forms S61 to S75 inclusive. The resultant trial 
balance, as of May 31, is shown in Form S76. 
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The trial balance, as of May 31, is as shown in Form S76. 
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CHAPTER Vm 

HANDLING THE CASH 

MONEY will be received in the wdinary course of business 
in cash, or in bank or other checks, and it will be received 
for one of the five following reasons: 

!• For accoimts receivable. 

2. For notes receivable, which include, as a subdivision, the 
notee receivable which have been discounted and the notes 
receivable which have not been discounted. 

3. Trade acceptances, divided into domestic and foreign. 

4. Cash sales. 

5. Miscellaneous income. 

The handling of each of these items and the importance of 
each will vary with the size and nature of the btisiness. For 
instance, a commission house will have very few cash sales, 
while the department store will have a vast majority of cash 
sales. There is the concern which devotes itself exclusively 
to cash transactions, as most chain-store organizations. There is 
again the large jobbing house in which notes and bills receivable 
will play an important part, and the importing firm where trade 
acceptances will probably preponderate. 

Of all these divisions the trade acceptance is the only one 
which is new to American budhess. The foreign trade acceptance 
is familiar to importers, but only since the passage of the Federal 
Reserve Act have domestic trade acceptances been used to any 
esctent in this country. The method of their accounting is not 
yet entirely settled. 

Trade Acceptances. The following excellent discussion of 
accounting procedure for trade acceptances is given by Pro- 
fessor E. A. Saliers, assistant professor of accoimting of the Shef- 
field Scientific School of Yale University, in the Bulletin of the 
National Association of Credit Men for June, 1917. 
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In answer to questions submitted to 125 companies, firms, and propri- 
etorships located in different parts of the country, regarding the accounting 
procedure necessary to record the receipt, discount, and so on, of the trade 
acceptance, a large number of carefully worded replies were received. These 
have been tabulated and compared, and it is the purpose of this brief article to 
summarize the results and draw such conclusions as may be warranted. 

The first query was, whether or not it is desirable to make a distinction 
between acceptances and ordinary notes, for accounting purposes. As was to 
be expected from the present status of the trade acceptance, many concerns 
replied indefinitely to this as well as other questions, while some, having had no 
trade acceptance experience whatever, did not answer. Of those repljring 
definitely Uiere was about an equal division — one half favoring the use of a 
separate account for acceptances and the other half making no distinction be- 
tween notes and acceptances. 

Although it might appear from this that neither method b favored above 
the other, the writer is of the belief that the plan of making a clear-cut dis- 
tinction between notes and acceptances is favored by those who have had 
sufficient experience to give weight to their opinions. There is an essential 
difference between notes and acceptances, which arises out of their origin and 
tlie character of the security behind them. Notes are usually single-n^me 
paper and their discount rate is higher than is that of acceptance. Clearly, as 
the trade acceptance is more widely adopted, it will be given a distinctive and 
separate account in the general ledger and it will appear under its proper title 
m the balance sheet. 

Assuming that a separate account will be kept for acceptances, the experi- 
ence of the concerns questioned leads to the conclusion that when an acceptance 
is returned to the maker properly filled out and signed by the acceptor, the 
proper entry is a charge to acceptances account and a credit to the customer. 
In the books of the buyer, the personal account of the seller (credited when 
purchase is made) is duurged and ''acceptances'' (or ''acceptances payable'') is 
credited. 

To this practice there were noted some marked exceptions. One company 
enters its acceptances in a bills receivable book, the same as notes, but with a 
distinguishing title. Another company does not enter the acceptance until it 
is pa^ed through the cash book for collection. Still another handles accep- 
tances as current cash items. Another makes a memorandum on the face of 
the open account. These methods possess relative degrees of demerit. As 
long as the number of acceptances is small there can be no serious objection 
to entering them in the notes receivable book. But it is certainly wrong to 
consider acceptances on hand but not discounted as current cash items; nor is 
it sufficient merely to make a m^norandum on the face of the personal account . 

One progressive company keeps a trade acceptance register in which the 
acceptances are entered according to serial number, name, address of cus- 
tomer, date of draft, its time and amount. From this trade acceptance register, 
postings are made direct to the customer's ledger accounts. After being thus 
posted, the acceptances are filed in a due date tickler according to time of 
maturity to facilitate their discount or collection. The trade acceptance 
regpbter is controlled by a trade acceptance controlling account in the general 
ledger. This controUinis account is charged at the end of each month with the 
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total of acceptances received during the month, and credited with the total 
of acceptances discounted or collected. A separate discount is not kept for 
acceptances. 

Acceptances may be held for collection at maturity or they may be dis- 
counted. Here again the practice followed by different concerns varies. Some 
charge the bank and credit acceptances, apparently neglecting to diow the 
contingent liability ^diich exbts upon the discounted acceptance previous to 
the date of maturity. Here, too, some make no distinction between notes and 
acceptances. Some close the acceptance account and open a discounted 
acceptance account. Probably the best procedure is to retain the charge in the 
acceptance account as an asset and credit an account known as acceptances 
discounted, at the same time charging cash with the proceeds and interest, or 
discount with the discount. If the acceptance is paid at maturity, as it ordi- 
narily will be, the acceptances discounted account should then be charged and 
acceptances account credited with the amount of the acceptance. This is 
essentially the same procedure as that recommended for notes receivable dis- 
counted, the difference being merely those of terminology. However, the 
contingent liability on discounted acceptances is of a different character from 
that on ordinary discounted notes receivable, and should be shown separately. 

Conclusion: There is nothing in the nature of the trade acceptance to 
necessitate any radical changes from the correct accounting practice already 
in vogue for handling notes and biUs. Nevertheless attention ought to be 
directed particularly to the distinction between notes and acceptances arising 
out of their relative security and convertibility into cash. Acceptances differ 
widely from notes. They originate for a different purpose in most instances 
and tiiey are a far more liquid asset. Consequently they should be shown 
separately in the balance sheet. On an average, the contingent liability upon 
discounted acceptances is not as great as that on discounted notes, due to the 
fact that the acceptance arises out of an actual transaction and represents a 
normal business procedure, while notes are oftentimes the direct outgrowth of 
failure to pay open accounts promptly, or are for accommodation and without 
any well-de&ied status. These considerations justify making a careful dis- 
tinction between notes and acceptances with the possible exception of those 
instances where one or the other, or both, are comparatively insignificant. 

Trade acceptances, therefore, may be treated in exactly 
the same manner as bills receivable or bills payable, with their 
discoimt provisions, except that in addition to the heading 
"bills" or "notes" should be "trade acceptances." No further 
treatment of trade acceptances will be given in this chapter for 
all that mi^t be said of their accoimting is said imder the 
discussion of bills and notes. 

Collections. Most of the features of that division of the 
business which is known as the "collection department" are 
more properly of credit than of accoimting, since the billing 
of the debtor has been discussed in a previous chapter, but it 
may not be amiss to look at the subject from the point of profit 
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with the thought that a sale is really of little moment imtil it 
becomes a cadi entry. 

Not a few executives and nearly all sales managers and sales- 
men feel that the cycle of business has been completed once the 
order has been taken and the goods made up and delivered^ and 
they are mclined to neglect the accoimts receivable imtil their 
consideration becomes inescapable. These pertinent questions 
may well be self -put by almost any executive or owner: 

Do you approve each one of all the allowances made upon 
returned goods? 

Do you make a detailed list of outstanding balances? 

Do you delegate the work of writing collection letters to a 
clerk — generaUy already overworked upon other tasks? 

Do you look into the amount of credit allowed a customer — 
before the accoimt is proven "shaky*' — or do you allow the sales 
department representatives — ^to whom the making pf a sale is 
all-important — ^to determine this vital detail? 

Where the number of accoimts outstanding is in excess of 
500, it has been found advisable to detail the work of following 
up to a competent stenographer, who, under the supervision 
of one of the principals, will give all of the attention needed. 

By prompt action in going after accounts when they are 
due, it is often possible to collect, before more aggressive credi- 
tors secure the available funds; or to determine the value of the 
debtor as a customer before the generally energetic sales depart- 
ment succeeds in passing more orders for shipment. 

Competent executive consideration should always be given 
to the naatter of goods returned; the return of a shipment means 
second-hand goods in stock, besides freight and handling charges 
both ways. This is particularly true of specials which must 
often be ''scrapped" or ''jobbed.'' An allowance, when made, 
has the same effect upon profits as a cash disbursement. Yet 
the average executive who carefully scrutinizes a check will 
allow any clerk to authorize allowances. 

Worthless and Disputed Accounts. The attention of 
executives is directed, not only to the constant followkg up of 
accounts which merit pursuit, but also to the cutting from the 
books of such accounts as are not worth the time nor the money 
to pursue, and also to the small, disputed amounts which naay 
be notably bad business to insist upon. The retention upon the 
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books of very small accounts is not good business over any 
extended period. These need executive attention because few 
treasurers will abandon them without positive instructions. 

It is quite probable that the reader has at one time or another 
received ''dims'' for some small item that has already been paid, 
and, upon which, through oversight or poor bookkeeping, you 
have never been given proper credit. After voliuninous corre- 
spondence, you have mailed a check to cover the amount, or 
ignored the letters entirely, firmly resolving to buy in the future 
from competitors conducting their affairs more efficiently. 

The actual monetary loss, insofar as reorders are concerned, 
as a direct result of these ''foUow-up duns,'' cannot be measured, 
but it is safe to assume that the aggregate is many times greater 
than the original amount involved. An overpenurious treasurer 
can mightily handicap a sales department, and effectively de- 
crease the company's future sale^. 

A Striking Illustration. The cost of carrying small dis- 
puted balances can best be illustrated by the following condition 
encountered during the examination of the books and accoimts 
of one of the country's large industrial plants. Lest the impres- 
sion be created that the executives of this concern were incom- 
petent, it would be well to state that th^y had a reputation of 
unquestioned business ability. The fault lay in confining the 
effort to factory conditions. The office executives did not 
possess the necessary powers of discernment and analysis enabling 
them to observe the far-reaching result of false economy. 

About 350 accounts averaging less than 50 cents which had 
been carried in "suspense" for over two years were imearthed. 
The statement of detailed carrying-cost of the accoimts, as shown 
below, is based upon a very conservative estimate as we f oimd 
that tiie credit man, drawing a salary of $3,000 per year, spent 
approximately one fourth of his time with these accounts. 

The following is the cost of sending statements: 

Time carried 1 month 12 months 24 months 

Number of accounts 350 350 350 

Total amount of all 350 accounts S175.00 S175.00 S175.00 

Postage $7.00 $84.00 $168.00 

Stationery 1.75 21.00 42.00 

Qericallabor 10.50 126.00 252.00 

Total cost $19.25 $231.00 $462.00 

Cost per account .06 .66 1.32 
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To the above must be added the ''dunning letters/' at the 
rate of one a naonth. 

Months 12 24 

Postage $ 84.00 $168.00 

Stationery 12.30 24.60 

Labor 168.00 336.00 

Total $264.30 $528.60 

Cost per account .75 1.51 

Consequently, even when only statements were sent, the cost 
in two years would be $462, and with letters added, $990.60. 
The amount originally involved in this case was about $175. 
Obvioudy, aride from the irritated customers developed, the 
cost of collection exceeded any possible return. 

Receipts. The ordinary form of cash book is a journal 
with a column arrangement with captions for the handling of 
the net amoimt of cash received. As a general rule, the next 
following accoimt is that of ^'discoimt" representing cash dis- 
coimts allowed. Both of these colmnns are debit colmnns, for 
the piupose of representing what cash has come in and what 
discoimts have been allowed. The opposing credits to these 
two debits are represented in the colunms entitled ^'accoimts 
receivable," "cash sales," and, where there is a large volume of 
transactions with notes from customers which are in turn dis- 
coimted at the bank, an extra column is inserted headed "notes 
receivable, discoimted." 

In addition to these there is generally a "sundries" column. 
The sundries colunm is ruled to give enough space for the expla- 
nations, and two colmnns representing debit and credit. In many 
final adjustments of accoimts, where an accoimt receivable and 
an accoimt payable exist and a settlement has been made, the 
final adjustment can be run directly through the cash receipt 
book. (See Form 41.) 

An improved and more economical form of cash receipt rec- 
ord has been devised. This form is on the reverse side of the cash 
disbursement sheet (Form 30) ah-eady referred to in our disburse- 
ment chapter and contains all the principles which are explained 
in preceding chapters. The advantage of this system is that, 
where there are a large number of small receipts, the sheet can 
be inserted in the typewriter and the entries quickly transcribed. 
In a large paper box concern, average daily reports numbered 
about 150 individual items; to make the entries in longhand 
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reqiiired a little over an hour; but, done on the machine, never 
took longer than 35 minutes. 

The Collection Sheet. Another form of receipts record is 
the collection sheet. This is made in duplicate, the original 
gomg to the bookkeeper in order that he may post to the credit 
of the debtors, and ^e duplicate going to ti^e cashier who dis- 
tributes the receipts to the bank or banlos of deposit. Thus the 
duties of the cashier and the bookkeeper are quickly performed 
without either interfering with the other's work. Tlids form is 
varied somewhat if only one or two banks are used. In Form 53, 
designed for this use, a perforated slip (Form 54) is attached to 
the margin which, when folded over and a carbon placed between, 
records the distribution to the banks of deposit and being torn 
off is used as a slip to turn in with the deposits. 




I — T 

Fonns 53-54 



The cash receipt book is another tunensaving device of great 
use to executives; it is the receipts side of the cash book and 
holds only the total of the receipts each day, so that one page 
will contain the receipts for the whole month, and, if more thaji 
a single bank be used, the distribution of the receipts in bank 
deposits. By taking off the daily totals from the carbons of the 
voucher checks with their bank distribution, there is daily at 
hand the receipts and disbursements, the bank deposits, the 
checks drawn, and hence also the bank balances. Without this 
sxmmiary sheet the totals would be available only after a laborious 
taking off of entries. Executives are primarily interested in 
abstracts; they can call for detail if they desire them. 
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Cash Receipts. In most of the smaller stores little or no 
check is kept upon the cash receipts, and they are not coordi- 
nated with the stock on hand. They are correct if the individual 
who happens to be taking them is honest, and they are short if 
he is dishonest; in neither event do the receipts tell the owner 
anjrthing. If a sale be made off the floor, it may be recorded or 
again it may not be. Cash is always a nasty item to handle, 
and it affords many opportimities for petty theft. 

Another point, not of accounting but of profit growing out 
of accounting, is that the constant preservation of the relation 
between sales and stock will permit the arrangement of stock on 
the scientific basis of the sales; that which is most in demand 
will be nearest at hand, and so on through the whole list. In 
a store in a coimtry town, a rearrangement of stock on the exact 
basis of sales permitted the whole selling easily to be cared for 
by two clerks where formerly three had been overworked. 

It is always advisable to have the cash handled by some 
person other than the one making the sales, because then two 
people must conspire before theft is easily possible; the record 
of the salesperson and the count of the cashier's receipts will 
serve as checks on each other. 

But where, as is often the case, one person must both sell 
and handle cash, then the cash register, in one of its numerous 
forms, is the best known safeguard against stealing. A failure 
to ring up sales at the true amoimt will soon be detected and 
the total receipts as kept by the machine will check the cash 
which should be on hand. 

The safest of all systems is that used in the public markets 
of New England. A sheet called a ''traveler'' is given to the 
customei on entering; on this the various clerks enter the pxu>- 
chases and the amounts, making note on their own records of 
the number of the traveler. The sheets are in two colors, one 
for goods to be delivered and the other for those to be taken away; 
the first are assembled in the delivery room and the other at the 
entrance. On leaving, the customer pays the cashier the total 
charges on the sheet and receives a receipt. There is here no 
chance for fraud; the customer will not get the goods unless the 
sheet is paid, and the slips of the salespeople, as well as the paid 
traveler, check the cashier. 

The Autograph System. The autograph system has many 
different forms. That which is generally used in department 
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stores is a small slip, printed in duplicate and perforated; the 
divisions on the slip are designed according to the business. 
The salesperson records all the necessary facts of the sale at the 
time of its making, and a carbon between the sheets gives a 
duplicate. The duplicate is generally inserted in the package 
which has been purchased; the orii^nal goes to the cashier's 
office, either with the cash or, in a credit transaction, to the 
credit man for verification as to the purchaser's standing. If 
the credit is passed, the slip then travels forward to the book- 
keeper to enter the charge. When the salesman has filled up 
a book, it is returned to the office and the total of the sales serves 
as a check on the cashiers and bookkeepers. 

In another form of autograph register the original sheet is 
carbonized on the back in order to avoid the extra effort of 
inserting carbon sheet. While a considerable length of time 
may be saved in the course of a year or so, it is debatable whether 
the time saved will offset the extra cost of carbonizing the 
original sheets. 

Roller Autograph Registers. Still another form of auto- 
graph r^^ister is on a roller. The copies may be had in triplicate 
or quadruplicate, as desired. With this system more elaborate 
checking is possible; the ori^nal goes to the purchaser, and, 
where l^ere are a large number of cashiers, the duplicate to the 
cashier with the cash. The last two copies are generally pre- 
served on the rollers in the machine; one of them goes to the 
main accounting department, which checks up the list on this 
roll with the receipts as turned over by the different cashiers, 
while the fourth copy is for the files of the cost department. 

The selling of tickets in amusement places presents another 
phase of the problem. Where only admission is in question and 
all seats are either alike or in only two or three general divisions, 
the tickets are put in rolls and serially numbered. As a roll is 
turned over to the person in the selling cage, the treasurer notes 
the first and the last numbers. The missing munbers at the end 
of the day or at the end of that cashier's period of duty, deter- 
mine the amount of cash that should be on hand from sales. 

When the tickets have various prices, and each calls for 
a particular seat, the checking procedure varies from the above 
only in detaiL The number of seats in each section is known 
by the management and TnisRing tickets must be replaced by 
cash in the till or proper authorizations for ^^complimentaiy" 
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passes. The tom-off stubs which are thrown into the box as 
the holder passes through the entrance give an additional check. 

Restaurants sometimes have difficult cash problems because 
of the transient character of waiters and the large number of 
waiters who must be taken on for a day or two in busy times. 
A double check is necessary. A checker takes note of the items 
on the waiter's order blank, stamps the prices thereon, and also 
stamps them on a tally sheet under the number of the waiter. 

In well-regulated establishments the cashier adds the final 
card for the customer and receives the money from the waiter, 
a receipt stub being torn off for the customer. The total collec- 
tions of the cashier must agree with the totals of the tally sheets; 
if they do not agree, the tally sheets are compared with the 
waiter's checks and the error located. The loss must be between 
the cashier and the waiter, and the pajonent is usually divided 
between them. Waiters taken on for the day are not commonly 
paid until after the tallies are made up. 

Two Kinds of Collections. Collections are in two divi- 
sions, (1) by mail, and (2) by collectors. Mail collections are 
attended to as a rule by the cashier. In very large businesses 
the cashier handles the checks only after all other records have 
been made. When collectors are used, the cashier is the final 
recipient of the cash collected, and in a way is absolved in 
accounting from any deficiency which may arise through the 
misappropriation by the collectors. 

The chances for loss through inaccuracy or petty theft by 
the use of collectors are great. The collector has an excellent 
opportunity to graft a dollar here and a dollar there, and by 
paying one day's thefts with the receipts of the next can continue 
stealing for an almost indefinite period. Take the case of a 
well-known gas company which had over 80% of its meters on 
the '"slot" basis. The collectors took in from $10,000 to $12,000 
a month in cash. No actual supervision over these men was 
kept, and there was no checking up on the meter records. It 
was decided to shift the collectors about, and immediately most 
of them quit their jobs. The receipts under the new arrange- 
ment exceeded the old by several thousand dollars a month! 

Collection honesty is best preserved by frequently switching 
the men to different routes; then the confusion in bills will 
promptly show up previous dishonesty. A simple form of 
collector's receipt is given in Form 66. 
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Entering the Receipts. The receipts are simply the set- 
tling of the accounts receivable; the billing of these accounts 
was taken up in the preceding chapter as well as the sending out 
of statements at the end of the month, the statements being 
made out, in the more advanced styles, at the same time as the 
ledger account. In the smaller concern the statements will be 
made at the end of the month by hand. 

The same procedure as is followed in the making of the 
ledger accounts is followed with the receipts; they are entered 
on the collection sheets or the cash book as described earlier in 
this chapter, and only the totals posted to the proper ledger 
accounts by hand or by one of the methods sunilar to that used 
for the ledger accounts. 

Since all accounting should produce records that can be 
analyzed, it is desirable to distribute collections according to 
geographical or collection districts for executive study. The 
whole matter of entering receipts is simple and is shown in the 
progress of the hjrpothetical company which is being recorded. 
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THE SPECIALTY COMPANY 

In order to keep the headway of the company the usual 
purchases and disbursements are made, but, for the first time, 
receipts come into the accounting. The transactions are stated 
in a general way to give material for the proper ledger accounts. 

Purchaaes for the month of June, 1918: 

Materials and supplies $1,477.10 

Expense 636-16 $2,118.25 

Payroll for the month 1,360.76 

Interest accrued 41.67 
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Disbursements: 

Accounts payable $1,802.22; cash discount $36.78 

Imprest petty cash fund created 150.00 

Sales 14,350.25 

Receipts: 

Sale of 97 shares unissued stock for 9,700.00 

From accounts receivable: 

In cash $2,053.97; discount 63.53 

Note for 90 days with interest at 6% 1,550.00 

From sale of scrap 150.00 

Proceeds of note discounted at bank, 60 days 4,950.00 

The foregoing transactions are reflected in the ledger accounts 
as shown in Forms S77 to 895, inclusive. 
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The resultant trial balance is shown in Form S96. 
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CHAPTER IX 

BALANCING THE BOOBS 

IN previous chapters we have looked at the recording of the 
various transactions which go to make up the cycle of 
business £rom the purchase of and payment for tlie raw 
materials to their sale as finished products and to the resulting 
cash receipts. From time to time ways for detecting losses 
have been pointed out/ but the real reason for the doing of 
business— the making of a profit— has not been touched upon. 

Why the Books Were Opened. The records have all been 
made for the purpose of discovering: first, whether our venture 
was profitable; and second, how the result came about. In the 
system of double entry bookkeeping which has been followed, 
the records have been of two sorts — ^the fact records such as 
cash, accounts receivable, accounts payable, and the like; and 
the historical records such as merdiandise, labor, and ail the 
so-called '^nonodnal'' accounts. The first class of records inform 
us of our standing; the second, of how we arrived at it. 

To find out l£e result al our operations through the period 
we must first "close the books." Under the present-day prac- 
tice the name— as are so many names which have survived in 
bookkeepmg— is somewhat misleading. Instead of defining the 
phrase accotiing to its literal meanmg, take this definition of 
the results of tiie process: "the assembling of the accounts to 
discover the condition of the <)ompany or individual which 
exists at some given time/ ' 

In the foregoing chapters no attempt has been made to 
cover all the possible transactions in all the possible divisions 
of business; a volume of 10 times the size of the present one 
would not be nearly large enough for such a task; even if a 
human mind could make provision for every entry in every detail 
of every kind of enterprise, the resulting compilation would not 
be of much practical use. For books cannot be kept by purely 
formal instructions; there cannot be devised a sdieme which 
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will permit a vacation of the brain of the man who makes the 
entries and the substitution of numerouis directions therefor. 

Accounting Principles are Universal. The principles of 
recording are shnple; once the general system is imderstood, 
then the application gives little trouble. The principles have 
been given; if they are not now plain, they should be studied 
until they are perfectly clear. An imcomprehended^sjnstem of 
accounts will work havoc wherever it is iostalled. There is 
nothing about any phase of accoimting in any single busmess 
which the ordinary business man should not be able to grasp 
and therefore to apply in practice. There is no mystery in good 
accounting; only ihe charlatan will seek to create a mystery. 

The same ''principles" of accoimting will apply to any kind of 
business; I have taken the manufactiuing division because it 
has more accounts than a concern which sells, say, only personal 
services. The wholesale and retail merchants are between the 
two extremes. A more detailed study of the problems of several 
divisions of business will be given later in this volxmie. Now 
the thought is to get the fimdamentals firmly in mind. 

Obviously, among the professions, the engineer who sells 
his services only, has little if any need for the elaborate pur- 
chasing and stores system that I have detailed. His purchases 
are restricted to drafting room and office supplies. But he 
should keep track of his supplies, for they are many and it is 
all-important that they be on hmd when needed. Loose super- 
vision of expenditures for supplies means less profit. We have 
sketched the skeleton to be used in most business accounting 
systems. That skeleton is to be dressed to suit the particular 
need; many of the variations will be later developed. 

Closing the Books in the Old Day^. A step that is com- 
mon to all accountiog is ''closing the books'' — ^in other words, 
ascertaining the profit. 

Long ago, closing the books was a momentous matter and 
was attempted only infrequently. The term "closiDg the 
books'' was probably derived from the Uteral practice. £iven- 
toriee were taken, such inventories embracing all physical 
possessions— ships, cargoes, stores in foreign countries, "bills" 
receivable from customers, sums loaned, and all else that had 
a value, most of which, in the days of single entry bookkeeping, 
had not had a place on the books. The task was as much a 
process of memory as of bookkeeping, the bookkeeper often being 
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only an aid or ecribe, the listing and pricing being a task under- 
taken by the partners. 

In addition to the listing 0|f the assets, giving the total re- 
sources available — and the assets were then generally tenned 
'^resources'' — the commitments or liabilities were listed. The 
latter were deducted from the sum total of the resources and 
the result was the firm's net worth. If the net worth exceeded 
that of the preceding period, the difference was the profit; if. a 
decrease were recorded, a loss had been sustained. 

This setting off of liabilities against assets gave an approxi* 
mate result in dollars, but the figures gave no clew as to the 
origin of either profit or loss. The profit or the loss was the 
result of the operations as a whole. The great step in modem 
accoimtiog has been the localizing of profit or loss. 

It is true that formerly separate calculations were made of 
certain transactions; a contractor might keep accounts for this 
or that job and determine his profits thereon; but he seldom 
calculated in the materials which he had on hand before the job 
began and he knew little or nothing of overhead expense; the 
jobs on which he figured that he had made a profit were quite 
as often losses as gains unless the margin of profit had been 
out of all proportion to the costs. Manufacturers seldom 
counted other than the total transactions of the year and had 
nothiog more than rough estimates of the actual state of their 
various articles of fabrication or ci their markets. 

Merchants frequently kept tally of single deals; thqr dis- 
covered their gross profits. For instance, if ivory were bought 
on the West Coast, they knew the piu'chase price, the carriage 
to Europe, the <cost of handling, and the selling price. The 
selling price less the costs gave the gross profit, but no means 
existed for determining the selling expense or any of the other 
numerous items which make such inroads on gross profit. There 
were no harmonious, interlocking systems of accounting to bring 
business into a cohesive mass. 

Therefore, since only after closing the books could the results 
of the year be had, the date of footing up and setting off was 
epochal. The business traveled from year to year in anticq)ation 
and sometimes in dread of the final findings. Once the books 
had been closed, they passed out of active use and into the 
archives of the business, where the neatly labeled tomes joined 
their predecessors in the dusty vaults. Then new books were 
"opened." 
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Modem Closing of Accounts. Today progressive com- 
panies seldom or never close their books in the old sense of 
ruling off all accounts, putting aside the books and opening 
new volumes. The accounts are often ruled off once a year or 
oftener for convenience and new accounts started with the 
balance brought forward for the start of the next fiscal period; 
but these new accounts are directly under the old accoimts if 
space remains on the page; they are ruled off only to save use- 
less additions; the looseleaf ledger has helped toward common 
sense in the physical matter of accounting. 

Since the general ledger contains only abstracts of the ac* 
counts, it has comparatively few entries; a single page will 
often hold the items of a not very active accoimt for several 
years. The advantage of having previous years in the ledger is 
plain; it saves tne time consmn^ in the ceremony of getting 
out iiie books of former years to trace back accounts about 
which some question has arisen. Modem bookkeeping sacri- 
fices no convenience for mere formality. In the older methods, 
convenience was never considered. 

Closing the books has lost its importance, its epochal char- 
acter, because it is not now the only way of discovering con- 
ditions. As will later be seen, cost accounting provides a much 
more accmrate and convenient method. 

To close the books is to balance and rule off all of the accounts 
on the general ledger — this is the formal closing. A less formal 
and more practical way is to take off a ''trial balance'^ of these 
accounts and from this trial balance to construct a ''statement 
of condition'' and also a "statement of operations. '^ 

Do Not Close Too Frequently. Many concerns actually 
close by balancing off all of their accounts every month and 
transfer the profit or loss, as the case may be, to their profit and 
loss account. This involves too much detailed and useless work. 

Quite a number of concerns close up quarterly or semi- 
annually. The disadvantage of periodic closing in a large busi- 
ness is that the accounting department cannot always get in 
all of the charges which are applicable to the period. Sometimes 
the charges are forgotten and the period thus gives false results; 
or, if they are picked up in time, a nxunber of so-called surplus 
of profit and loss adjustment entries are made necessary. The 
net result is a loading of the bookkeeper with purely formal, 
non-profit-making labor. 
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The practical way is to close the accounts once a year^-at 
the end of the fiscal period. But the ascertainment of profits 
cannot wait a yearly period. Therefore construct a trial balance 
— which will give all the accounting facts — once a month. If 
the accoimts balance, one generally need not worry about a 
clerical error having been made in that month, and thus an 
error in a subsequent month can be localized. 

Many compani^ still close their books once a year only — 
and close formally. Others, with modem systems, have the 
ability to close more frequently — semiannually, quarterly, 
monthly, weekly, and in the case of some companies, notably 
financial institutions, daily. The oftener you know your con- 
dition, the better off you are. On the other hand, too frequent 
and close consideration may spoil the perspective. For ordinary 
purposes, a monthly review of operations, and the resulting 
financial conditions, is sufficient. 

The books are closed and the statements made as of a par- 
tictdar time. If as of December 31, the statement runs to ntud- 
night of that day and the new accounts start immediately. 
There is no pmod between the closing of the old books and the 
opening of the new — ^no lapse in accoimting — ^whether the 
closing be actual and fonnal or only a fiction. 

The first step is to balance the books — to have all of the 
respective accounts agree as to debit and credit. There is a 
distinction between '^closing" and "balancing.'' The balances 
are taken only to noake sure that no errors have been made in 
the mathematics. 

Why the Book Records Are Incomplete. The books will 
show the total sales and the total expenses. The total sales 
less the total expenses will not give us the profit, because one 
highly important factor is missing — ^what we have in stock. 
Take the Specialty Company, whose fortunes we have been 
following, as a concrete illustration. The accounts already 
given show that the company has made expenditures for goods 
intended to be sold or for expenses incurred in the course of 
operating, namely: 

Materials and supplies $14,830.00 

Payroll (expended for labor) 8,404.26 

Eacpense 2,460.00 

Interest 558.84 

Total $26,262.69 
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The sales amount to $18,017.75. If we have sold all our 
goods, costing with processing and other expenses $26,252.59, 
we shall have lost approximately $8,000. The amoimt of 
money we have made therefore depends upon what proportion 
of the goods purchased, plus fabricating expenses, is represented 
by the sales made. That can be ascertained only by deducting 
the goods still on hand from those bought to find the amoimt 
shipped — that is, the amoimt represented by the sales. 

The books which the Specialty Company has kept do not 
show what we have in stock or what proportion has been shipped; 
they show only the sales price received for an undetermined 
proportion of the total purchases. In short our books show 
everything but the goods left, and the value of these must be 
determined by counting Mid valuing — by taking an inventory. 

The Inventory. The value of the raw materials and sup- 
plies, tbe goods in process of manufacture, and the finished goods, 
are tlie uncertain items. In the case of a trading concern, there 
will be only the goods on hand for resale and the incidental 
supplies, but although the classification of items is reduced, the 
number of items will probably be greater than in the manu- 
facturing business and the value will also proportionately be 
greater, so that the inventory is critical. 

It is possible to keep a perpetual inventory so that a physical 
count is seldom necessary. Where this is possible it should be 
done. Where commodities are handled in bulk, such as coal 
or wood, it is easy to keep track of exactly how much remains 
by weighing what comes in and what goes out and making 
an allowance for shrinkage fixed after careful experiments; or, 
if only a few lines or large articles are handled, the process is 
equally simple and obvious. But in retail merchandising it is 
too cumbersome a task to deduct each sale from the stock. 
The retail system for this purpose is given in Chapter XXII. 

The Relation of the Inventory to Profits. The inven- 
tory, in the absence of a cost system, is the first real step toward 
ascertaining profit. It is complicated or simple according to the 
nature of the business. If proper stock records have been kept 
as described in Chapter V and a physical count has been made 
on the receipt of purchases, it will not be necessary to stop 
business at all or to make another count. All the facts can be 
had from the cards. In a retail store, the detailed stock records 
are scarcely practical and an actual count must be made. But, 
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in general) the inventory should always be taken (and thus the 
fiscal period is determined) at the season of the year when the 
stock will commonly be at its lowest point. 

The several practical methods of taking the physical inven- 
tory of materials and supplies are scarcely matters of accounting. 
The best method is the one which will give accurate results in 
the shortest possible time. If the stock be large, a team ar- 
rangement is desirable; some very large plants precede the 
inventory by a crew which coimts and places tags on the articles 
or groups of articles. 

The inventory is not taken of fixed assets such as eqtup- 
ment, buildings, and the like, for they are already on the books. 
It is true that we loosely use the term '' inventory '' to describe 
all of the physical assets of a concern, but as ordinarily employed 
the word denotes only the material and supplies — ^whether raw, 
in process, or in the form of finished goods. 

The Question of Pricing. It is the pricing rather than 
the manner of taking of the inventory which is here important. 
The rules for values are arbitrary and, to some extent, imrea- 
sonable, but they are accepted everywhere and bankers look 
askance at any departure from them. Here they are: 

1. Value at cost. 

2. If the cost is above the market, then value at the market. 

3. If the cost is below the market, do not raise the values — 
keep them still at cost. 

It is not logical to bring down cost to the market and at the 
same time refuse to raise the inventory if the market is above 
the cost; but the procediu'e is so established that it should not 
be departed from. And also it does prevent a mere bookkeeping 
profit from appearing as an actual profit. An excellent practice 
is to value according to the above rules and attach a footnote 
showing the increased values according to market prices. This 
gives the necessary information without inflation. ^' 

Recently while prices have been rising, the question of the 
value of material contracts has come up. If you have a contract 
for the purchase of material at a price which, at the inventory 
time is below the market, undoubtedly that contract is a lia- 
bility. But what of the advantageous contract? Is it not an 
asset? 
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Undoubtedly^ under these circumstances, a company actually 
possesses something of value aside from its customary book 
assets. The considerations are severali and all depend upon 
the surrounding circumstances. Let us instance sugar, steel, 
and so forth, which have a daily changing market vidue. The 
presumption is that if all materials on contract were delivered 
before the day of accoimting they could be disposed of at the 
market price. Of course the market might break somewhat 
before the unloading was completed. 

Ordinarily, however, the manufacturer is entitled to call the 
present excess in value above the market price a profit which 
he has made through speculation, chance, or — as he will doubt- 
less call it — good judgment. Sometimes contracts are sold 
to others at an increase, if the original buyer cannot use the 
goods, and the potential profit is proven to exist. So much for 
the buyer of a staple item having a daily market price. 

The process cannot, however, be as easily followed by the 
buyer of uncommon commodities such as sponges, some chem- 
icals, and so on. Here a price can be obtained, but it is in the 
nature of a quotation at which more can be bought and the 
manufacturer is without assxuance that he can sell at that price. 

Where EaQ)erts Disagree. Say the public accoimtants: 
''An inventory on hand must be taken at cost — ^you must not 
appreciate, for you are without proof that you can sell at the 
appreciated price." But if the market drops below the cost 
price the practice proves inconsistent, for then the public ac- 
countants demand reserves for possible loss^ neglecting the 
fact that if, when the market is up, we cannot give assurance 
that we can sell at the market price, there is similarly no assur- 
ance when the market is down, that we must sell at that price. 

A careful accoimtant, when he discovers the existence of 
contracts for undelivered materials which, until delivery, neces- 
sarily do not appear on the general ledger, must needs show on 
the balance sheet a ''contingent liability for so and so much. " 

I admit the desirability of putting inventories in at cost, for 
that is a definite quantity, and if the market is down, deduct from 
profit and establish a "reserve for possible loss on inventory/' 
and if unshipped contracts exist, show the fact in orthodox 
fashion, even to the extent of setting up a further reserve if 
the materials the manufacturer must later take were contracted 
for at unfavorable prices. 
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When the Market Is Up. But if the market is up I try 
to give the manufacturer his due in the statement. I again 
inventory at cost but, by means of an asterisk and a footnote, 
inform the reader that at todajr's market price, an added value 
exists, which though not made a part of surplus, because the 
act of sale has not been consummated, deserves consideration 
as a potential asset. Similarly; while still denoting contingent 
liabiUty on contracts for undehvered contracts, I do not hesitate 
to state that, at todajr's market, a potential added profit of so 
many dollars exists, which is not included in the surplus. This 
presents the actual condition of the company without including 
a purely book profit on the statement. 

This method of directing attention to today's actual stand- 
ing, but not altering the surplus, is eminently fair. A contract 
that today might justly be regarded as an asset, tomorrow may 
be a liabiUty. 

A caution must be had against ^'conservative'' appraising 
for the inventory and thus setting up a reserve in the price of 
the goods themselves instead of in a distinct reserve accoimt. 
Unless the inventory costs are correct, the subsequent profit 
figures will be incorrect and one may be led to sell at too high 
a price and thus lose business. 

When the Price Fluctuates. Where the raw material 
fluctuates rather rapidly, as brass or copper, some concerns 
inventory a fixed part of their stock at an arbitrary price which 
is well bdow any figure the market will be likely to reach. Then 
the remainder of the stock is priced at market, or at cost if the 
cost is below the market. One manufacturer who followed this 
plan complained that he could not sell at a profit against the 
prices of his competitors; I found that the only reason he could 
not meet competitors' prices was that he carried his inventory 
too low; it absorbed so much of his values that the apparent 
profit was considerably lower than the real profit. 

If the raw material values fluctuate, carry them at cost and 
set up a reserve for the difference between the cost and the 
market value. Then you will be both safe and accurate. 

The merchant has to consider only the stock in hand; he 
knows how much it cost him and he knows the market, therefore 
he can find his inventory values with accuracy even if not with 
dispatch in the absence of the cost system. But the manu- 
facturer who has transformed some of the goods which he bought 
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by adding to them labor and supplies has two additional in- 
ventory heads — ^'^ goods in process'' and '' finished goods'' — 
neither of which he can exactly value without a cost system. 

Goods in Process. Only a cost system can give more than 
an approximation of the value of this item and hence it is that 
the manufacturer without cost accounting never knows his 
real profits. The amoimt of labor, material, and manufacturing 
expense which has gone into the item is estimated with the best 
knowledge available, but only by rule of thiunb. You can give 
an expert guess and that is all; there are no rules for guessing, 
and no accurate method of knowing without a cost sjrstem. 

Having foimd all the facts within your reach and made your 
best guess, you must make sure that your guess does not exceed 
the selling price of the completed article. It seems almost 
absurd to give this caution, but unfortunately it is qtute neces- 
sary. I have foimd many manufacturers and contractors who 
had not detected that the cost of the work had exceeded its 
possible value and they were charting losses as assets. In 
any large contract, figures should be devised to show from 
month to month percentage of completion and to compare 
the cost with the contract price. 

For instance, if the contract price is $100,000 and the con- 
tract, 40% finished, has cost $37,500, inventory at that figure. 
But if the cost is $50,000, do not carry at $50,000, for then you 
will be inflating your assets, as you still have $60,000 in work to 
perform. You must take as an asset what the contract is really 
worth to you at that pomt— $40,000— and charge oflf $10,000 
against the period as a loss. If at the end of the second year 
the contract has cost $120,000 and is not yet finished, you Imow. 
that you are faced with a loss of $20,000 plus the amoimt that 
it will take to complete. Have an outside estimate made of 
the sum necessary to complete. Say this smn is $7,000. Your 
contract is worth $100,000, less the $7,000 to finish it and you 
have already lost $20,000. Therefore appraise jour contract 
as an asset at $93,000 and charge ofF $27,000 as a loss. 

In large operations a safe practice is to divide the job into 
sections according to the original bid. Then provide ^'progress 
sheets" for each section with the estimated cost thereon; as 
the work goes forward, transfer the costs to the progress c^eet 
and thus keep a continuous tally between the actual and the 
estimated cost. 
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Finished Croods. Here again we cannot have accuracy 
without a cost system. It may seem to the reader that I am 
harping too much on cost accoimting, but my experience teaches 
me that good business is impossible without exact cost finding 
and that approximation, however skilful, is dangerous to profits, 
but experience has established the importance of a cost cfystem. 

The common method of estimating the value of finished goods 
is by reference to the price that they will bring. They should not, 
however, be priced at what th^y are expected to sell for, because 
ihey are not yet sold and the market may change before they 
are sold. If put in at the selling price, a false profit is created. 
If you have not a cost system, try to discover as best you can 
what the goods actually cost you to put into the finished con- 
dition. It is quite useless to give rules of procediu^ here, for 
they are more difficult to apply than is a cost system to create, 
and, in the end, are only misleading. 

Finding the Profit. We have now the inventory figures 
in hand. What shall be done with them? Take up again the 
fortimes of the Specialty Ck)mpany. Its inventory has been 
taken and the following figures found: 

Materials and supplies $ 2,480.00 

Goods in process of manufacture 4,320.00 

Finished goods 8,600.00 

Unused advertising material 250.00 

Office supplies 126.50 

$10,776.50 

or a total of $10,776.50 of the materials and supplies originally 
purchased and the expenses incurred. Besides that we learn 
that $49.16 of the interest paid was paid in advance for the loan 
that still has some time to run. So we take the $26,252.59 of 
materials and supplies purchased and eicpenses incurred; first 
deduct the $49.16 interest prepaid, leaving $26,203.43 and from 
that sum deduct the $10,776.50 representing the goods which 
we still have on hand. The residue is $15,426.93; and that is 
the Value of the goods we have shipped and for which we have 
received (or are to receive) $18,017.75. Therefore a trading 
profit of $2,590.82 has been made. 

Later in the detailed statement it will be foimd that $191.34 
of cash discoimts have been earned, resulting in an ultimate 
profit of $2,782.16. We are mentioning the ultimate figure 
merely so that the reader will be able to identify it later. 
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The profit has been ascertamed through the takmg of an 
mventory— through the supplementing of the books by figures 
which did not appear on them* It has been a backward traveling 
process and, without coimting up what we had on hand, we 
could not have found out profits. But suppose a cost 
system had been in use. 

Illustrating the Point. To illustrate the difference let us 
go through the same transaction on the assumption that the 
Specialty Company possesses a cost system. 

First, we should have made entries recording the purchase 
of materials and supplies, the payment of labor, and the ex- 
penditures for the interest, the total aggregating the already 
mentioned figure of 126,203.43. The process would parallel 
that already followed. But we should not have to take a phys- 
ical inventory to discover what we had on hand. Under a cost 
system we should always know the cost of the goods sold, for 
we should have the costs of each item as the process of manu- 
facture went forward; the materials and supplies, labor, expense, 
and so forth, used therein would have been deducted from time 
to time from the accounts recording them and have passed 
into an account termed ^'cost of goods sold.'' 

At the end of the period this accoimt would amount to 
116,426.93. Deduct that figure from the sales of $18,017.75 
and we have a trading profit of $2,590.82, which, when added to 
our miscellaneous income of $191.34 gives us the same profit 
shown by the other process — ^$2,782.16; or deduct the $15,- 
426.93 cost of goods sold from the purchases and expenses 
amoimting to $26,203.43 and we have the same total inventory 
secured before— $10,776.50— without the trouble of coimting. 

Moreover, because the accoimt termed ''cost of goods sold'' 
accmnulated as rapidly as the sales in the sales accoimt, the 
inventory — and therefore the company's condition — could have 
been ascertained at any date desired. In showing the two plans 
we are anticipating our later stoiy of costs and how they are 
obtained. 

We will first show how the books are closed and how a state- 
ment 18 prq>ared in the more primitive fashion— b^ond which 
many will not want to travel— and we will later demonstrate 
how the already existing methods can be added to and made 
immensely more valuable by the addition of a cost system, be 
the business trading, jobbing, or manufacturing. 
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From the preceding it has been noted that the Specialty 
Company, with its present books, cannot ascertain its condition 
without taking an actual and physical count of stock. 

Closing Entries. The inventory of the Specialty Company 
reveals the figures we have mentioned, but which, to make the 
explanation dear, are again given: 

Materials and supplies $ 2,480.00 

Goods in process ot manufacture 4,820.00 

Finished goods 8,600.00 

Unused advertising material 260.00 

OflBce supplies ,. 126.60 

Total $10,776.60 

A search of the trial balance taken Jime 30 and appearing at 
the end of Chapter VIII will not reveal any of these figiues. 
Obviously, th^ must be put on the books. So, as a step in 
dosmgi we make the following journal entries: 

Dr. Cost of goods sold $25,694.25 

Cr. Materials and supplies $14,830.00 

PayroU 8,404.26 

2,460.00 



There is no immediate connection between the preceding 
and the inventories; the entries are made because the accounts 
no longer represent anything except a history of the cause of 
certain disbursements; the various items have long since, 
through the processes of manufacture, become merged in goods 
in process or finished stock. For that reason all tibe accoimts 
pertaining to the product are merged imder the title ''cost of 
goods sold/' This title, of coiurse, is premature, for all of the 
goods have not been sold. 

The next entry provides the connection, because such goods 
as are still on hand are taken out of the accoimt and placed in 
separate inventory accounts to inform us of those goods we still 
have to correct the ''cost of goods sold'' accoimt so that it truly 
tdls the cost of the product shipped. 

Dr. Inventories: 

Blaterials and supplies $2,480.00 

Goods in process 4,320.00 

Finished goods 3,600.00 

Advertising material 260.00 

QflSoesttpi^ 126.60 

Cr. Cost of goods sold $10,776.60 
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FORM 56, described on page 155 
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FORM 57, described on ptge 155 
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We have also at this time discovered that we have prepaid 
interest on otir notes to the extent of $49.16. The prepaid 
amount is in the nature of an inventory value because we have 
not actually used the interest, which covers a future period. We 
make an entry treating the item as though it were an inventory: 

Dr. Prepaid interest $49.16 

Cr. Interest $49.16 

We have recorded the result of our phsrsical inventory and 
are ready to close the books and prepare our statements. To do 
so we must ascertain what belongs to the profit and loss account 
and what to the account of assets and liabilities. 

The term ''profit and loss" is confusing. Iff is really ''profit 
or loss'' and is better expressed in the English form "loss or 
gain/' It is the haven for the operating accounts— for the 
money which has been paid out of the business and is no longer 
represented by an asset of a form corresponding to the entry. 
For instance, labor is not still in the business as such, neither 
are used materials or supplies. The definition is more formidable 
than the actual working of the account in practice. 

Having arrived at the trial balance, which is merely a listing 
of all the items of the business under their appropriate heads, 
we begin to distingiiifih between the operating accounts (the 
profit and loss) and the assets and liabilities. The first gives 
us the statement of operation, the second the statement of con- 
dition. The working sheets to ascertain these results are in- 
valuable. They are shown in Forms 56 to 59 inclusive, and 
reproduced on Inserts IV, V, and VI. 
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CHAPTER X 

HOW TO ARRIVE AT YOUR STATEMENT 
OF CONDITION 

AT the close of the fiscal period of any busmess (usually a 
/\ year) comes the preparation of the ''statement of condi- 
^ ^ tion"; or the representation m abstract form of the 
financial worth ci the business institution. It is at this point 
that the individuali partnership, or corporation determines an 
exact standing in the commercial world by translating all of the 
assets and liabilities into dollars and cents and exhibiting them 
generally— though not nteessarily — ^in parallel colxmms to dis- 
close the net worth. Because the two sides of the account must 
balance, the statement was formerly termed a ''balance sheet/' 
but the best title — the title that really denotes the reason for 
being— is "statement of condition." 

What Purposes the Statement Serves. Such a state- 
ment is essential to good business. Diuring part of the year 
many items of profit or loss must, of necessity, remain more or 
less undefined; the statement of condition drives away all the 
mists and exhibits the concern in its actual condition, so that it 
may be studied with precision. It is tbe starting point for almost 
eveiy business extension, for every important btisiness step; 
it is required as a basis for banking and often for mercantile 
credit of a ciurent nature; it is essential when new financing 
is to be made and it shoiild always be on view before either 
individual or corporate profits are determined or paid. It is 
the character certificate of a business. 

Because ^'statement of condition'' is a somewhat formidable 
phrase and the proceeding to obtain one may seem to demand 
the training of an accountant, the small business does not often 
so check up, and possibly that may be one of the reasons why the 
small venture so often fails. Regardless of size, every business 
should pause at stated intervals and take account of itself— ^pull 
in all the loose ends and see how things size up. The task is 
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simple or complex according to the nature and the size of the 
concern^ but it will never be a job of appalling magnitude unless 
proper accounting has been grossly neglected. 

Neglect of Statement Grounds for Suspicion. When the 
preparation of a statement of condition is n^ected, the natural 
and usually justifiable suspicion arises that the business affairs 
will not bear scrutiny. Sometimes the real condition is not 
arrived at because of shear negligence, but often those in control 
of a concern know that their books will not bear inspectioUi 
and they avoid a knowledge of the exact truth either for them- 
selves or for their creditors. 

Here is one of the worst cases which I have ever met. A 
company wanted to know privately what an audit would show — 
they wanted an examination which would warn them what to 
expect m an audit which had been asked by promoters prior to 
a merger. I made the examination. The books were grossly 
incorrect m nearly every important particular. In the physical 
inventory were retained buildings and machinery which had 
been torn down or taken away years before; depreciation had 
been limited to two very prosperous years. 

As far as I could discover, the treasurer had never classed 
an account as bad; there were unpaid accounts four and five 
years old, and, on all the accounts on the books, correspondence 
with the supposed debtors disclosed that about 90% refused 
payment, clauning that the bills had been rendered for work 
which should have been included under original contracts. I 
had to subtract some 30% from the plant and equipment item 
and wipe out nearly all the accounts receivable. The assets 
shrunk to but a shadow of their former robust selves, but what 
th^y lost was well made up on the accounts payablel These 
were quite few in number and I was not surprised to leam that 
the bookkeeper never entered an account as payable until after 
it has been paid. I wrote to all the men with whom the concern 
had dealt and an avalanche of bills came rushing m. The 
accounts which they had not listed, amounted to nearly twice 
the entire value of the assets; the company was insolvent. 

Were they grateful for the report? Not at all; th^y locked 
it securely m the safe and went merrily on with their affairs 
until some creditor forced them into bankruptcy. The officers 
escaped criminal prosecution only because the creditors were so 
disgusted that they did not care further to bother with the crew. 
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The concern which makes out an honest statement of condi- 
tion at the end of each fiscal period will never deceive itself and 
will have always at hand the facts for such statements as banks 
and merchandise creditors desire. True statements are the best 
possible introduction to a bank — ^they are an assurance of 
intelligent business methods. 

The Form of the Statement. A certain amount of con- 
vention exists as to the form which statement of condition 
should take. The usual form, and it is recommended^ is Form 
60, shown on Insert VU. It is not the best from aeveral stand- 
points, but it is in such general use that it is not wise to depart 
far from it. Bankers and credit men know this form; the frequent 
totals of divisions of the assets and liabilities pennit of quick 
comparisons between related items by the skilled credit investi- 
gator. Any other form, even if in itself more desirable, would 
be less effective because it would call for questions from the man 
who likes to see things at a glance. 

The presented form is designed for a corporation because 
most business is done under the corporate form. For an 
individual or a partnership there are no changes on the asset 
side except that the head ''treasury holdings'' is stricken out 
for the reason that this item contains only the stock of the 
corporation itself, while an individual or a partnership does not 
issue stock. On the liability side the heading changes from 
''capital, surplus, and liabilities'' to "capital and liabilities." 
All of the items relating to the capital stock come out, and in 
their place are listed the names of the partners with their original 
contributions plus such accretions as they have added from the 
profits and a new item termed "undivided profits" which repre- 
sents the profits that have been earned but not yet apportioned, 
and hence are temporarily suspended in this account. The 
surplus account is of course eliminated. All the other heads 
for an individual or a partnership follow those of a corporation. 

The statement of condition is a summary; it is well to supple- 
ment it by schedules giving in detail the composition of each 
item so that the further study provoked by an examination of 
the sheet may have the minute facts on which to work. In the 
present chapter the proper make-up of each item will be dis- 
cussed with relation to the summary sheet. 

The steps preliminary to making up the statement of condi- 
tion were discussed in the chapter on "Balancing the Books." 
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Dividing the Assets. The entirety of the assets is 
broadly divided into "quick*' or "current*' and "fixed" assets 
and the liabiUties into "current'' and "fixed." It is important 
to keep these distinctions in mind because much of the credit 
(and therefore much of the success, for credit is based only on 
the actuarial calculations of success) depends upon the relations 
between these various classes of assets and liabilities. The 
limits of the items cannot be set by definitions which will cover 
all cases; as in all accountancy affairs, the rule is to use common 
sense imder the circumstances, but the general, guiding defini« 
tions are these: 

"Fixed assets" are those properties which have been bought 
for future operation of the business and which will not be dis- 
posed of while the business is operated. An obvious exception 
is the disposal of womout or obsolete machinery. 

"Quick assets" are that part of the capital which is fluid and 
which travels in the business cycle of (1) cash, (2) the exchange 
of cash for materials, labor and so on, (3) the exchange of the 
results of the preceding exchange for accounts receivable and, 
(4) the exchange of accounts receivable for cash. It is to be 
expected that, ^ould the business stop operations at any time, 
the cycle will complete itself. 

"Fixed liabilities" are determined by the element of time in 
their payment which takes them out of the cycle of business, 
such as mortgages and other stated obhgations of long time and 
which are generally secured by the "fixed assets." 

"Current liabilities" are the liabilities which flow from the 
operation of the cycle described under "quick assets." 

Fixed Assets. The fixed assets are generally the real 
estate, buildings, machinery and other property which go to 
make up the equipment for doing business. They cannot r^tdily 
be removed, and were they removed, might have practically no 
value except as scrap. The land value is fixed, insofar as appre- 
ciation may acme, by location. Likewise, the buildings may be 
adaptable to one line of busmess and to no other. 

Machinery and equipment are also dependent for value 
upon the nature of the business. But the figures to be used in 
the statement are not the forced sale prices, for the statement is 
presumably that of a gorog bushiess and not of an odd lot of 
equipment offered at auction; therefore it is proper to use original 
costs less the depreciation through wear and tear or obsolescence. 
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This subject is more fully treated in the chapter on deprecia- 
tion. The best practice is to inventory the r^ estate and 
equipment at cost and set up a reserve against depreciation. 
The net figure should be carried out m the last column, but 
under no circmnstances should the reserve first be deducted and 
only the net shown. The sheet should carry the original cost as 
well as the depreciation. When credits to these accoimts arise 
through the side of property or equipment, the credit or credits 
should be made to agree with the original charge or the pro- 
portion of the charge carried by the article sold. 

The Depreciation Reserve. Where a reserve has been 
created to provide for depreciation and a certain amoimt of that 
depreciation carries the particular item being sold or disposed 
of, the proper procedure is to take out of the reserve the pro- 
portion applicable to the article and set aside dunng the previous 
years' operations, and if the amount so reserved is not sufficient 
to provide for the loss sustained through the disposal of the 
article, the difference should be charged directly against the 
accumulated surplus as a loss. Thus the credit entry is the 
total cost of the article which is deducted from that section of 
the property, plant and equipment, while the debits vary in 
accordance with the circumstances. 

To illustrate: A company possesses two motor trucks which 
cost $3,000 each. They are entered at cost and are posted to a 
ledger accoimt finally appearing as in Form 61. 



(L^dctr) Trucking Equipment 


Date 
1915 


Items 


roi. 


Debit 


Date 


Itema 


yoi. 


Crtdit 


July 


1 
6 


I Motor Truck 
1 Motor Truck 




1 


000 
000 


00 
00 
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900 
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In the course of two years the trucks have been depreciated 
at the rate of 15% a year and m a separate account, preferably on 
the page opposite so that one glance will bring all related infor- 
mation to handy as in Form 62. 

At the end of two years the trucks are carried at a cost of 
$6,000 less a reserve of $1,800— a net value of $4,200 or $2,100 
each. But, instead of confusing all the entries in one accoimt, 
we continue through future years to know our original costs — 
of great value in the event of fire or sale — and at the same time 
are conservatively providing for depreciation. At the end of 
two years we shsdl suppose that a chance is offered to sell one 
of the trucks; we have been in need of a larger truck land therefore 
take the opportimity. But the driver has been reckless and the 
truck sold has been abused so that the highest price obtainable 
is $1,500; the depreciation has been insufficient. The following 
entry is required; it is shown through the joiunal merely to 
display the proper credits and debits, but it can be made through 
the cash book or any one of a mmiber of books (Form 63): 

The postrog of the entries will result in the ledger accounts, 
as shown in Forms 64 and 65. 
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The accounts now show one truck at cost and a reserve for 
one truck. The sum of $1,500 has also been added to the 
cash account and a loss of $600 deducted from the undivided 
profit or surplus. 

It is not sound practice to appreciate as well as depreciate 
even though there be excellent groimd for holding that land, 
buildings, and equipment are presently worth more than they 
cost. A realization that the realty is being carried too low is so 
often the contemporary of a bad loss which needs covering that 
the whole practice of appreciation is open to suspicion, and it is 
a poor policy to piumie unless such appreciation can be sub- 
stantiated in fact by an independent appraisal. 

It is commonly discovered in the records of most failing 
organizations that with each succeeding year of disaster, a sub- 
stantial amount is tacked on to the vclue of the realty. There 
are many flagrant cases of this. I recall one in particular, where 
during three years immediately preceding a receivership the 
value of the land increased from $200,000 to $700,000, although 
no sale of land had been made in that vicinity during nearly 
10 years! 

Property rights, such as mines, lumber tracts, and the like, 
whether held on lease or in fee, depend for value, when held in 
fee, on the product remaining; and when leased, on the product 
remaining and the terms of the lease. Hence the book value 
should be depreciated or amortized in accordance with the 
production and the license stipulations. 

Good will is so important and sometimes so baflling an asset 
that a chapter is later devoted to it alone. 

Treasury Holdings. Capital stock becomes a '^ treasury 
holding'^ after it has been issued for value received such as 
cash, a physical asset, general services, good will, or any other 
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legal consideration, and is afterwards donated to the company, 
the grantor parting with every vestige of title. This stock is then 
technically known as '' treasury stock'' and may be disposed of 
as the company desires. If a company repm'chases its own 
stocki this is fdso known as ''treasury stock" — ^the operation 
being the same in theory as in the acquisition by gift; there is 
statutory limitation upon the pxu'chase by a company of its own 
stock. Of course, stock that has been canceled is not a holding. 
Bonds are treasury holdings only while they are legal obligations 
to pay; canceled bonds are not obligations to pay and are not, 
when taken back, assets. 

The company's securities placed in the treasxuy should be 
inventoried at par, except in the case of stock repurchased which 
is carried at the purchase price; not, however, at a figure exceed- 
ing its proportion of the company's net worth — ^it is not proper 
to take the market value which might have been paid if that 
market value be sentimental or founded on a speculative con- 
sideration. When preparing a statement of condition a list of 
all the stock or bonds which have been issued and retmned to 
the treasury should supplement, as a supporting detail, the 
amount contained in the statement. 

Securities Owned. The investments in outside securities 
are grouped under this head as distinguished from the preceding 
classification which includes only those of the company itself. 

The securities may be of any nature other than current or 
demand loans, except in those corporations whose investments 
are regulated by law. If the mmiber be large they should be 
set out in detail in a separate schedule. The securities in this 
section may be carried without relation to their par value, and 
it is recommended that two entries of valuation be made for 
each security: (1) book value and (2) market value. Then if 
the market value be less than the book value, a reserve may be 
set up aside to cover the difference, so that the temporarily false 
values of the books may not inflate the net worth. The pre- 
sumption is that the company has bought or takeax only good 
securities and the bookkeeping is done on that basis with the 
exceptions taken care of in the reserve. 

Stocks are very seldom amortized except with the idea of 
bringing down an excessive premium that may have been paid, 
so that in the course of a few years the income derived from that 
stock is proportionate with the value carried on the books. 
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With bonds, however, the premium or discount is amortized for 
the period of years in which the bond or bonds have to run. For 
instance, a New York state 1912 50-year 4% Erie Canal bond 
sold at a premium, or at 106. Having paid a premium of $6, 
the actual income derived is not 4%, but a figure around 3.88%. 
Therefore, in computing the investment company's income, 
instead of getting 4% on the Canal bonds, their actual income is 
annually $3.88, because they have to consider the amortization 
of that premium for the balance of the life of the bond. 

Sinking Funds. A sinking fund is a reserve fund set aside 
at stipulated periods toward the payment of funded indebtedness 
at its maturity or maturities, and the amount of the payments 
are calculated to exactly equal the matmity iamoimt of the 
debt. It is well to provide sinking funds in all long-term financing. 
If the sinking fimd be applied periodically to the purchase and 
cancelation of the bonds for which it was provided, thus reducing 
the actual bonded debt, then the amount of the bonds so retired 
should be deducted from the original sum of bonds issued which 
are being carried on the liability of credit side. Otherwise the 
bookkeeping is the same as that in ^'secmities owned.'' 

A sinking fimd is gen^tdly placed with a trustee who issues 
a receipt to the company for all payments made to the account. 
It is especially important to watch for any negligence which 
might occur in not living up to the sinking fund agreements 
and not trust to posterity to meet the issue when it becomes 
due. Many mortgages include a default in a payment to the 
sinking fund in the same class with a default in interest. 

The inventory was discussed at length in the previous chapter 
on ''Balancing the Books." The methods of taking vary tre- 
mendously, dependent upon the nature of the inventory; the 
principal point is to obtain a correct account, not getting in 
more than actually exists, or leaving out anything which properly 
should be included. As an adjimct to the inventory there may 
go into this statement what is known as a consignment account. 
The consignment account represents material shipped out, not 
as sold, but to be sold by the person who receives it ; he commonly 
has no obligation to pay imtU he has made a formal sale and the 
title to the goods remains in the sender imtil such sale and 
delivery have been made. Although the goods remain the 
property of the sender or consignor until sold, they are given a 
separate heading on the statement to distinguish them. 
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Current Assets. Cash includes cash in a bank or banks and 
the petty or other cash on hand. The balance as shown in bank 
is taken from the company's own books and checked up with 
the bank's figures. The bank balance will commonly be longer 
because of the checks which have not yet been presented for 
payment. From the standpoint of the draftsman of the 
statement^ each check, when drawn, is considered as an instant 
deduction from the cash balance in the bank. No allowance is 
made for delays in collection in most cases, although a few con- 
cerns, whose checks are usually for large amoimts, have bank 
arrangements to obtain daily all the canceled checks. They 
keep tiieir own account and the bank account identicaL The safe 
practice is to consider a check paid at the same moment it is 
drawn; this plan is practically accurate and not only saves 
clerical labor but may also save overdrafts and the habit of 
drawing checks ahead of the money to pay them with. 

The Reasons for Petty Cash. Petty cash is in the hands 
of the cashier in order that he may make small disbursements 
without the necessity of running through a voucher in the 
ordinary course and possibly delay small, needed payments. 

Veiy often his balance is only partly in cash and the balance 
is in memoranda or in receipts for postage, express charges, and 
the like. This condition should not exist at the tjme of closing 
the books; the charges should be sent through in order that they 
may be entered and the cash balance restored. In not a few 
companies, executives and employees are permitted to borrow 
from the cashier on I. O. XT. Such a practice cannot be too 
strongly condemned; it encourages employees to spend in advance 
and ^erefore in excess of their incomes; when they really need 
mbney they can be better cared for out of a fund provided for 
the pmrpose. 

The abuse of petty cash by executives is inexcusable; the 
money is given to the cashier for specific purposes and among 
them is not that of loaning to executives. I recall a case in the 
South in which the executives were in the habit of frequently 
taking from 15 to $10 from the cashier, sometimes giving a 
receipt and more often not; it was simply, ''Give me $10 and 
charge it to my account.'' 

In the comrse of time the cashier came under suspicion for 
other reasons and also at that time the officers discovered that 
they had drawn extraordinary amounts through petty cash. It 
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could not be proved that the cashier had taken the moneyi 
for none of the executives could go back through the long period 
covered and say with certainty whether he had or had not 
drawn that amount on that particular date. They all, however, 
imagined that they were swindled by the cashier; probably 
they were — ^but it was their own fault. 

Personal business and company busmess should never be 
confused; personal accounts should never be paid b> company 
check. If one cannot tend to his own affairs, he should take a 
clerk away from other work long enough to attend to it. 

How Accounts Receivable Are Shown. Accounts receiv- 
able are shown only in the total amount. This total is substan- 
tiated by the individual detailed accoimts expressing every 
transaction which affect the debit or credit of the controlling 
account. The total of these accounts must alwajrs agree with 
the total of the controlling account as shown in the general 
ledger and^n this statement. The detail of the accounts should 
be attached to the statement in schedules with divisions according 
to their age— as 30, 60, or 90 days. If the mmiber of accounts 
be very ku^, then of necessity only the smnmaries can be given, 
but these diiould be divided according to overdue dates, states, 
sections, or collection districts. 

No active account should be more than 30 dajrs old unless 
the nature of the business be such that the customer's as well as 
the company's financial stability permits a longer dating. Money 
tied up in long accounts does not give a business an opportunity 
consUmtly to turn over its capital and thus slows profits. 

The average business man does not seem to realize that a 
large number of overdue accounts receivable are even less 
desirable than a large amount of possibly unsalable stock. If 
his establishment be cluttered with old stock, he is very apt to 
make some sort of a drive on its reduction, but more often than 
not, and simply through lack of a realization of their importance, 
he does not strive to turn that portion of his stock which is in 
the hands of his customers and is represented by the accounts 
receivable items, into cash. 

If a schedule be prepared along the lines suggested, it will 
undoubtedly appear that certain accounts are of doubtful 
collectability. Tliese should then be removed from the general 
accounts receivable and placed in a new account created to 
handle doubtful accounts. 
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Accounts Receivable in Suspense. Such accoimts as 
require the company to take legal steps for their collection, or 
accounts which are doubtful in any way, should be so transferred. 
There should be no self-deception as between live accounts 
receivable and doubtful or bad accounts. If, at the end of the 
second year, any items in the suspended account have not been 
collected or settled, they should be taken out and charged 
directly to profit and loss unless a good reason to the contrary 
exists. The bookkeeping transfer of doubtful accoimts should 
not be a sign to abandon collection or to give them up as eventual 
assets. They are transferred in the interest of accurate book- 
keeping and the information such segregation provides. 

Some companies, either through lack of sufficient capital or 
because of unusual conditions, may be called upon at a critical 
time to hypothecate certain of their accounts receivable. When 
accounts are thus hypothecated, they should be taken out of 
the general accounts receivable, set up separately and supported 
in detail by a schedule. A statement which includes accounts 
receivable without mention of their hypothecation is not an 
honest statement. 

Notes Receivable. Notes receivable are promises to pay, 
by a creditor, either on demand or on a specified date, certain 
sums of money for which value has been received. A promissory 
note has no higher security— no better prospect of being paid — 
than the account for which it was given, but it is more convenient 
than an open account in the case of litigation, for then, instead 
of the creditor being required to prove that the money is due, 
he need only offer the note in evidence and all the burden of 
proving that it is not due shifts to the debtor. Banks will dis- 
count such notes where they would not handle the open accounts. 

The general procedure, when notes are discounted, is to close 
out of notes receivable the items discounted. This does not 
recognize the legal liability of indorsers and is improper. The 
best practice is to open another account termed ''notes receivable 
discounted" and credit the notes to that when the cash received 
is debited. The showing of only the net amount due to notes 
receivable is proper enough, but it should be specified, and 
preferably on the face of the statement of condition, that certain 
notes have been discounted. Notes received for merchandise 
accounts ai^ so often impaid that the contingent liability which 
arises from their discoimt should not be disregarded. 
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Acceptances have been i^reviously touched on (pages 126 to 
128). They should be carried m precisely the same manner as 
notes reoeivablei but under a separate head of ''acceptances/' for 
th^ are unquestionably of higher vahie than the ordinary notes. 

Deferred Assets. The name explains the character of this 
asset — ^it matures in the future. A familiar instance is the mutual 
insurance policy; in such policies the contributions are made for 
periods of usually three years and are often substantial. At the 
end of the period the association figures but the amount of the 
losses, prorates the contributions, and returns the balance of 
the deposits. 

It is seldom that less than 85% of the deposits is returned, 
and the contributing company can always count upon at least a 
portion of the deposit coming back; the portion which is likely to 
be returned is a deferred asset. U $10,000 has been deposited 
and the experience of former years has been that $8,500 will be 
returned, the contributor is safe in asfluming that the next 
period wiU give the same return. The net cost for three years is 
thus $1,500; this is distributed at $500 a year and the balance 
of the deposit is entered as a deferred asset. 

Of course, there is a liability to contribute beyond the original 
deposit, but that contingency is most remote and in any event 
the reader of the statement can take into mental account the 
possible liability. It is one thing to put a false asset into a 
statement and quite another to put in one which in human 
experience is a safe asset and which by the very form of its 
entry advises of its exact nature. Then, if one liked, one can 
disr^ard the asset in forming judgment upon the condition of 
the enterprise. 

The cash surrender value of life insurance policies on which 
the premiums are paid by the company for its own benefit, as 
on tiie lives of certain officers, are sometimes classed as deferred 
assets, but I regard them as such only during the period at the 
beginning of the policy when it has no cash surrender value. 
Most policies stipulate that the cash surrender value will not 
come into being untU after the second or third anniversary of 
the policy. The deferred asset is present, however, even if it 
cannot be obtained except by the payment of additional 
premixmis. 

Suppose the premiums are $400 a year and the cash surrender 
value after the third year is $1,000; say that two premiums 
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have been paid, that is S800; the cash surrender value can be 
obtamed by the payment of another $400. The amount to be 
placed as an asset is therefore $600, being the $1,000 less the 
$400 necessary to obtam it. When the period of the policy has 
arrived that brings the cash surrender value into bemg, it is 
no longer a deferred asset but is practically cash, for it can be 
obtained at any time and usually without delay. I favor the 
inclusion of a distinct item between the ^'seciuities owned" and 
the "inventory " called " cash surrender value of insurance policies." 

Prepaid Operating Expenses. Some operating charges 
must be paid in advance; it is not proper to put the btirden of 
these expenses upon the period during which they were paid, 
since they are not expenses of that period, but were merely paid 
during that period. They should be distributed over the period 
which they benefit, and thus arises an asset for the unearned 
portion of the prepayment. Familiar cases are fire insurance 
and bank discounts. 

Fire insurance premiums are assets for so much of the premium 
as has not been used at the time of taking the statement. The 
practice is to divide the premium by the number of months 
which it covers and carry the payment as an asset in the amount 
of the months yet to run. This value is taken because all 
statement of condition values are those of a going business, 
and such is the value of the asset to the going business. If the 
policy were actually canceled, the proportion of premiunxs 
retiuned by the company would not be the same as the statement 
value; for, in cancelation, the insurance companies apply the 
"short rate" which gives a smaller return than the calendar 
division of the policy. 

Where interest is paid in advance, as on the discount of a 
note, the statement can take as an asset the proportion of the 
interest paid from the date of the statement to the maturity of 
the note. 

Advances to agents are in part a prepaid operating charge 
but all advances should not be so entered pending the receipt of 
specific items from the agent. Much of the advance will undoubt- 
edly go to selling expense in the final disposition, and, therefore, 
if the item be set up, there should also be a reserve in the amount 
of the portion of the advance which, at the date, will have been, 
in all likelihood, laid out for eventual expense charges. Other- 
wise much of the asset will be fictitious. 
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Few companies know how to charge their organization 
expenses. An attempt is often made to load them on the first 
year, but it is not right to mar the initial year with money 
outlays which are designed to benefit for all time. Part of the 
organization expense is prepaid operating cost and is to be 
apportioned over the years as such. The number of years through 
wMch the distribution is to be made depends upon the nature of 
the business; and much the same policy as is formulated in the 
subsequent chapter on the appraisal of good will is applied to 
distribution of organization charges. 

Extensive plant reorganizations along lines of higher efficiency 
are to be treated on the same basis. No fixed rules can be 
given; the estimate should be the period over which the benefit is 
expected — ^within reasonable limits. When expenses are incurred 
incident to a bond issue, it is proper to spread them over the 
term of the bonds; if incident to a contract, over the term of 
the contract. In the ordinary trading or manufactming com- 
pany, the period will run anjrwhere from two to five years. 

I distribute over five years in the case of a fruit preserving 
company, for the experience of similar companies has shown 
that the benefit would stand for at least that term. In the case 
of a manufactiu^ of automobile parts who spent more than 
$300,000 in rearrangements on an efficiency basis and thereby 
more than doubled the profits, the expense was apportioned 
through three years although all the changes were made in a 
single year and, dming a part of that year, owing to the upset 
conditions, money was actually lost. 

Other familiar prepaid operating expenses are taxes, prepaid 
advertising, and rent. 

Capital Stock and Liabilities. The amount of capital 
stock is supposed to be the money representation of the fund 
which the company is using for the promotion of its business. 
It in a measure corresponds to the personal worth or credit of 
the individual, and it has been defined, as a matter of 
law, as a trust fund for the benefit of the creditors, that is to 
say, a creditor in dealing with a corporation is entitled to assume 
that its assets equal at least the face value of the capital stock, 
and that these assets will not be subject to more than the ordinary 
hazards of business. 

The theory of capital stock becomes of practical importance 
in the statement of conditions, because it is from that statement 
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that dividends are declared. If the assets have been honestly 
valued and a surplus ia available for distribution in the form of 
dividends, then a dividend may properly be declared; but if, 
under the head of assets, have been included doubtful items or 
items dt speculation dependent for their value on the happy 
outcome of all activities, then it may easily occur that tiie 
supposed surplus does not exist and the dividend declared would 
therefore be drawn from the fund that represents the capital 
stock. This is what is known as paying dividends to the impair- 
ment of the capital fund, and such dividends may sometimes be 
recovered by creditors from the recipients, and also in a number 
of jurisdictions the declaration of such a dividend by the directors 
is a criminal o£fense. 

Bonded Indebtedness. Under this head are included the 
liabilities which have been funded into more or less permanent 
form, such as in a plain mortgage or a trust mortgage securing 
an issue of bonds or short term notes (which are m^^y bonds 
running for a few years). 

The bonded indebtedness and the capital stock sections of 
the credit side of the balance sheet virtually represent the 
fixed capital of the business. The capital varies only when the 
amount of the capital stock is reduced, or increased. The bonded 
indebtedness is generally for a term of years. 

Current Liabilities. Current liabilities consist of accounts 
payable, notes payable, loans payable, and accruals, and are 
explained as follows: 

Accounts payable are the accounts for which the company is 
liable; their total must always agree with the controlling account 
in the general ledger. 

Notes payable (sometimes called ^' bills payable '0 are the 
instruments of indebtedness of a negotiable character pven to 
creditors for their bills. The term ''bills payable^' is loosed 
used to include both notes to merchandise creditors and to 
banks for borrowed money, but that is only because the exact 
meaning of the tenn is seldom understood. Properly the heading 
should be restricted to notes given for outstanding bills. 

Loans payabUe is the account in which is listed the monqr 
borrowed on notes. The distinction is convenient, 
i Accnials arise under the converse of the theory wbkHi gave 
/'prepaid operating expenses.^' Here the concern has had the 
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benefit of something for which it has not paid because the pay- 
ment is not jret due. A common example is the interest to be paid 
on the maturity of a note, mortgage interest (which is entered 
on the books as a monthly charge although seldom paid more 
than semiannually), and wages. 

Wages is one of the most important of accruals, but is not 
often found on many otherwise careful statements. Suppose 
wages run from Monday to Saturday and are paid on Tuesday; 
the fiscal year ends on Wednesday . Then three days' wages have 
accrued ajid the liability should go on the statement. 

Reserves. Assets other than cash will decrease in value; 
of course if one were to speak with exactness, cash also would 
be put in the class of fluctuating worth, for money is worth 
only what it will buy and hence is constantly changing. But I 
hardly imagine that even an economic fanatic would attempt to 
make up a statement of absolute values. I cannot imagine what 
medium it would be expressed in. For the decrease in value of 
assets we set up reserves to care for the possible and probable 
impairment. They can be considered a portion of the surplus, but 
it is better to consider them for their specific uses and to appor- 
tion them to the articles or classes to which they belong. The 
method was given earlier in this chapter. The owner or execu- 
tive wants to know the net value of each article — ^its cost price 
less the depreciation for reserve. 

The three figures are thus carried on the books of the company 
and often in the statement of operations (see the statement of 
operations on page 155), but the custom of bankers demands 
that reserves be segregated on the statement of condition. The 
statement of condition shown in the next chapter gives the 
method. The reserves should never be deducted from the items 
and only the net result shown, for in that case the original costs 
will be lost. (See the incident of motor trucks on page 160.) 

Furthermore, reserves should not be credited directly to the 
capital accounts in the statements of condition because they 
are, at the best, only estimates; no matter how carefully made, 
they cannot be entirely accurate; the other figures on the state- 
ment are absolute — ^they represent facts and not estimates. If 
estimated figures were mixed with fact figures, the net worth of 
the company calculated from the figures would be but an estimate. 

Therefore, s^regate such figures as are based merely on 
judgment. Deductions from reserves should be made for the 
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period which is under consideration and should not be distributed ; 
the deduction is to be made when it actually occurred as with 
the motor trucks (page 161). Other reserves, such as those for 
bad debts or contingent liabilities, are treated as being on the 
liability side of the balance sheet, for they represent an amount 
which has been set aside from the siurplus to meet the conditions 
which will be deflected to these accounts at a later period. 

Contingent Liabilities. The usual contingent liabilities lie 
in the indorsement of a company of either its own company's 
notes or of indorsed papers of subsidiary concerns. Additional 
contingent liabilities will include such claims or damage at law 
for incomplete contracts, guarantees, or agreements. Long- 
term contracts, either to buyor to sell, may be contingent 
liabilities. 

Another form of contingent liability is that to the consignors 
of merchandise to the company for the purpose of future sales. 
This form of liability should always be the counter to the con- 
signment account shown on the asset side of the balance sheet. 

Surplus. The surplus is the balancmg figure between the 
asset section and the capital and liability section. This surplus 
account is always treated in detail and substantiated in fact by 
the statement of operations which covers all of the operations 
which brought it into being. It is from the surplus iJiat divi- 
dends are declared. 

Net Worth. The net worth is ascertained by addmg 
together the capital and surplus, or in the case of a partnership, 
the capital and the undivided profits. Or, to state the definition 
in another way, the net worth is the <Merence between the 
assets and the liabilities. It is also the book value of the cor- 
poration. The book value of the stock is ascertained by adding 
together the capital and surplus and dividing the total by the 
number of shares of stock issued. 
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CHAPTER XI 

HOW BANKERS ANALYZE YOUR STATEMENT 
OF CONDITION 

THE average business man does not seem to know the 
points of strength and the points of weakness in a statement 
of condition from the banker's point of view — otherwise so 
many statements would not be submitted which even at a 
cursory glance show a financial condition which could not 
sustain an advance on unsecured promissory notes. 

The local bank with which the depositor has intimate personal 
dealings nmy be in a position to lend money to him without a 
real investigation of his financial affairs— may lend on the moral 
risk; but the metropolitan banker and more particularly the 
dealer in commercial paper must be, in a degree, impersonal 
and must depend for justification on a satisfactory statement of 
condition. In the case of the dealer in commercial paper this is 
particularly necessary, because he buys from the business man 
and he must in turn dispose of this paper to banking institutions 
which do not know the maker. Therefore, when he arrives at a 
conclusion respecting a statement, it has even greater weight 
than that of the bank officer, because on the reliability of the 
commercial man's judgment is based his only hope for profit 
and also his only hope of continued free dealing with the bankers 
who in turn buy the paper from him. 

Two Surveys of Statements of Condition. The approach 
to a statement of condition by anyone who is about to discount 
paper is a very different approach from that of the investor. 
A company wUch might be in splendid condition for the float- 
ing of a mortgage bond issue, or even for the sale of stock, may 
be hopelessly bad from the strictly banking point of view. 

The difference is this: The investor looks at a concern with 
the thought of whether or not he will eventually get his money 
back with interest. The taker of paper is not so much concerned 
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with the eventual capacity to liquidate above the amount of 
all debts as he is with the present capacity to meet the current 
liabilities as they mature. The investor wiU look to the plant, 
to the real estate, to the fundamental strength, and to the entire 
liquidatmg value. 

But these sources of eventual strength are of comparatively 
little moment to the man who wants to know that the paper he 
discounts can be paid at its maturity. Hence he looks only at 
the quick assets and the current Uabilitiefi. If these are good he 
wants to know what is behind them; but if these are not good, 
the other matters are of comparatively little importance. The 
quick assets are the cash, the bills and accounts receivable, and 
the merchandise. The current liabilities are the notes and the 
accounts payable. 

The exactly proper relation between the quick assets and the 
current liabilities depends upon the nature of the business; 
that is, the terms of its credit and the marketability of the 
merchandise The ideal situation is when the cash on hand and 
the accounts and bills receivable wiU of themselves liquidate 
the notes and the accoimts payable, leaving the merchandise on 
hand as additional collateral. This ideal is seldom realized and 
therefore the relation between the quick assets and the current 
liabilities is determined on the forced sale value of the assets. 

In ordinary business it is calculated that the accounts receiv-* 
able, bills receivable and the merchandise will bring one half 
their face value in liquidation; and therefore the broad rule is 
established that the quick assets should be double the current 
liabilities. This ia not to be taken at all as a general rule. It 
has almost as many exceptions as it has applications. 

For instance, in the case of a packer, the accounts receivable 
are nearly always worth their book value because the credits 
are very short, seldom extending beyond a week; and the stock 
on hand, consisting of meat products, is almost instantly salable. 
Groceries, hardware, and shoes, on the other hand, require fully 
a 2 to 1 ratio. Makers of stoves would require even a larger 
ratio, while textile mills do not require the full ratio because, m 
addition to their quick assets, a mill property is quickly salable — 
here the banker generally does look beyond the quick assets 
toward the fixed assets. 

A General Rule. The broad rule for estimatmg any state- 
ment o£fered for the purpose of establishing a discoimt line is 
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this: Will the paper be self-liquidating? That is, are the quick 
assets of sufficient volmne and in sufficient excess of the current 
liabilities to make certain the payment of the paper? 

The fact that plant investments or other slow-moving asse^, 
no matter what their intrinsic worth, are not taken largely into 
account by bankers, is often incomprehensible to the business 
man. The reason therefor has been explained The banker 
must have self-liquidating paper. If tiie business man has 
assets which are not self-liquidating, he is in the wrong shop 
when he comes to the dealer in commercial paper. He should go 
to the investment banker who will arrange for financing on the 
basis of the actual investment as well as the profits. 

Now as to the statement itself: It is required that the 
statement be of the end of the last fiscal year and it is highly 
desirable, and in some cases essential, that the statements for 
two or three years preceding be also furnished, because these 
permit the banker to discover whether the business is going 
backward or forward, and they also will promote inquiry by him 
if in any one year a single item seems out of proportion. 

The Details of the Statement. Taking up the items on 
the statement itself and referring to the more or less standard 
form which is here given, let us examine the assets and their 
relations: 

Cash on hand and in hanks — ^There should be a reasonable 
bank deposit. If an applicant shows a net wortib of $100,000 
and has only $200 in ^e bank, it excites suspicion, especially 
if among the liabilities are a certain number of notes payable. 
A statement before me shows $464,000 in quick assets and bank 
loans of $100,000. The cash in the bank amounts only to $3,800. 
How did that man seciu^e such a loan on such a small deposit? 

Accounts receivable — ^Accounts receivable are divided into 
three sections: (1) the good accounts receivable, (2) those due 
from officers and the like, (3) those from subsidiary companies. 
The accounts receivable and also the bills receivable (which are 
taken up in the next section) due from officers, employees, or sub- 
sidiary companies, are at once to be stricken from consideration. 
They depend for their payment upon the successful prosecution 
of the business, and in the event of failure the subsidiary company 
accounts of biUs wiU undoubtedly be uncollectable and probably 
the officers' and employees' accounts and bills will in all prob- 
ability also be without value. 
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It is important to know if any of the accounts receivable are 
overdue or if any have been pledged. Those which are pledged 
are, of course, no longer assets at their face value. They must 
be deducted, while those that are overdue are of problematical 
value and may or may not be considered. 

The terms of sale and the maximum and minimum periods 
of the year are to permit a comparison with the merchandise 
on hand. For instance, a concern doing an annual business of 
$000,000 a year has $600,000 in accounts receivable, and the 
terms of credit are 60 days. Therefore most of the accounts 
receivable above $150,000 must be overdue; the collection 
methods of the concern are bad. In this estimate, local condi- 
tions must always be taken into account. For instance, if the 
business sells in the South it wiU probably have to grant credit 
terms that will permit payment when the cotton comes into 
market and the great southern pay day arrives. Or it may be 
that trade customs make necessary the long datings. For in- 
stance, in quite a number of lines, goods sold in January must 
have May datings. All such matters should be explained by a 
note to the statement. 

BiUa receivable — ^The bills receivable item should receive 
a scrutiny with due regard to the nature and the customs of the 
business. It may be taken almost as a general rule that the 
ordinary house takes notes for accounts receivable only when 
the debtor is unable to pay the open accoxmt on the due date. 
Such bills are in more convenient shape than overdue accounts 
payable, but they have no greater validity. On the other hand, 
in not a few lines that have rather long datings it is the custom 
to give notes, and they are as promptly met at maturity as 
would be the best account receivable. 

In bills receivable the matter of trade acceptances, which 
are coming more and more into vogue, should not be confused 
with the ordinary run of notes taken in the course of trade. 

If any of these bills are overdue or if any have been renewed 
or extended, they should be disregarded in the estimate unless 
some very satisfactory explanation accompanies them. 

It is idso important under this head to know if there are out- 
standing any discounted bills receivable or any other liability 
arising from discoxmt or rediscount, because here exists a con- 
tingent liability until the notes are actually paid, as was brought 
out most strikingly and most unfortunately in the failiu*e of 
a V€^ |arge dry goods house. 
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Aferc&andise— Under the head of merchandise the first point 
is to know how it is valued. It should ah^ays be valued at cost 
unless the cost be above market price. If the cost be above 
the market price, then it should be at market value. This rule 
is one of safety, and undoubtedly it is not always just, for in the 
case of certain raw materials, as pig iron, steel, and so forth, 
the value of that which was purchased before the war is doubled 
or tripled, and is almost as quick an asset as cash in the bank. 
However, if these items were constantly fluctuated with the 
market, the whole heading would have to be lai:gely discoimted; 
for, with its value changing from day to day, the inventory 
would have to be correspondingly shifted, with the result that, 
instead of a base asset, one would have a speculative asset. 

Another point is that a book profit on merchandise on hand 
should not be taken untU a sale has actually been made and the 
merchandise transformed into cash or an account receivable. 
Of coiurse, any merchandise held under consignment, or under 
a trust receipt, does not belong to the maker of the statement 
and is to be disr^arded. 

The question of stock turnover— The stock on hand should 
not be so great as to prevent a reasonable annual turnover, and 
here a comparison is made with the amoimt of the gross sales 
and both the gross and the net profits. If the stock of goods is 
so large that a slow turnover is inevitable and the gross and net 
profits are both relatively small, it may usually be assumed that 
the methods might well be improved. And again it must be 
remembered that the inventory is generally taken at the lowest 
stock point of the year, and hence a very high total at that time 
shows particularly bad judgment. The exact amoimt of the 
turnover cannot be judged without a knowledge of the circum- 
stances; if the transportation be slow, naturally the stock will 
have to be larger than with a house which is within easy reach 
of all markets. But that same out-of-the-way house should be 
able to show a sizable new profit— with a slow turnover it can- 
not attempt to do business on the same scale of profit per scale 
as the man who is able to turn quickly. 

Real estate and buildings^ machinery and fixtures — ^These 
items are of little interest to the dealer in commercial paper or 
to the discount bank except under peculiar circumstances. If 
they are obviously inadequate, the suspicion arises that perhaps 
the money borrowed is for capital purposes, instead of to meet 
current needs. 
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Just how much should go mto plant and equipment is agam 
a matter of cases, and again the plant is or is not considered in 
the current net worth value according to its salability. One 
manufacturer showed a very large real estate value in com- 
parison with his other assets, but it appeared that he had just 
moved into a new factory and was still carrying his old plant 
as real estate; the old plant was on the market and would be 
disposed of as soon as the choice could be made between several 
o£fers — ^all of which were above the appraised value. In that 
case the surplus real estate was consid^ed practically as a quick 
asset. But, generally speaking, plants and machinery have 
little value except to the going business, and the discount on 
their forced sale is enormous. 

It is surprising how many manufactiurers poiu* money into 
their plants without a thought of keeping the enterprise in 
balance. The real estate should be at its appraised value, and 
the machinery and fixtures at their purchased value, with a 
depreciation reserve set up against all of these items. Although 
the plant values have so little to do with the granting of credit 
lines, yet proper depreciation is a sort of assurance that the busi- 
ness man ia not fooling himself on his statement. 

Incidentally, it may be noted that the not infrequent habit 
of bolstering up the fixed assets by increasing the value of the 
real estate, and neglecting the depreciation element on machinery 
in order to give a better credit rating, are of but little help in 
borrowing money. The quick assets to control; indeed a swell- 
ing of the fixed assets may have quite the contrary e£fect from 
that intended, for the additions may throw the business entirely 
out of balance. 

If the title to real estate is not directly in the corporation, 
the whole item must be disregarded. It is not uncommon to 
find the realty title in the name of an oflicer even where the 
company claims to have the sole beneficiary interest and puts 
the value on its statement. 

Notes payable — ^Notes should not generally be given for 
merchandise imless under circumstances where no cash discounts 
are allowed; a large amount xmder this item is fatal, for it gener- 
ally means that the great advantage of cash discounts is not 
taken. However, there are exceptions. I know one extraordi- 
narily sound firm which has always given notes to one manufac- 
turer. When pressed for a reason, they could not give one, but 
they emphatically said that they were going to continue the 
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practice — because "they had always dealt that way." The loans 
payable to the banks are evidences of credit, and are a good sign 
if the accounts payable are low — ^they are evidences that dis- 
counts are being regularly taken. The amounts, however, must 
be safely within reason or the ratio of assets and liabUities will 
not come out right. 

Loans payable through brokers have a twofold interest for 
the dealer; first is the ascertainment of the outstanding liabilities 
and the second is more personal; no broker wants to be merely 
a part of a financing chain. The profit on the brokerage of paper 
is very small — only 0.25% of the face value, regardless of ma- 
turity—and the money is to be made by tiiem only through 
regular customers. It costs not a little to investigate clients 
before accepting a line, and all that cost goes for nothing if the 
client is what is called a '^shopper'' who flits from broker to 
broker bargaining on rates. 

In the end, too, it ia bad for the business man; the banks like 
to see paper of one firm brought in only by one broker because 
they must trust largely to the statements of that broker, and 
they feel that sevend brokers will not have the same intimate 
touch as will a single broker who conducts all of the financing — 
therefore the paper ia not always acceptable. Again, if the 
money market b^mes tight, the broker will save his resources 
for the regular client whom he must satisfy, and will turn down 
the shopper. 

If any part of the borrowing is on collateral, the banker is 
entitled to know how much and what collateral; he should know 
that there are no strings on the assets, and the same thought 
applies to borrowing by local brapches. All borrowing should 
be by the home office, or it will not be able always to coordinate 
its finances. 

Accounts payable — Since the house is presumed to discount, 
the accounts payable should be less than the bills payable. If 
they are high in proportion to the bills payable, and also in pro- 
portion to the merchandise and the other quick assets, probably 
the firm is cramped for capital. The terms of purchase must be 
here considered. But large accounts payable as compared with 
the merchandise on hand is not an infidlible sign of weakness; 
take the firm which has the factory fill many of its orders directly 
to the customer. I recall one firm whose business consisted 
largely of such "drop orders,'' and, consequently, their accounts 
were out of all proportion to merchandise. 
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GoDBidermg the other liabilities together; a mortgage or a 
bond issue is not important (although a risk is always somewhat 
better without it) Wess the principal or the interest falls due 
within the terms of the notes which are to be discounted. Then 
such payments must be regarded as cxurent liabilities unless 
arrangements have aheady been made for refunding. Of course 
the amount of the mortgage is always deducted from the face 
value of the realty when considering that item alone. If the 
mortgages should also cover income and floating assets as weU 
as fixed assets, that point must be taken into consideration. A 
few concerns take deposits from their employees or others; if 
these deposits are subject to withdrawal without notice or on 
short notice, they must be put into the current liability class. 

The reserves are of importance dependent upon the form in 
which they are kept, but the undivided profits and the surplus 
are only evidences of prosperity — they have no loaning viJue, 
for they may be paid out overnight. Again there are exceptions; 
in some states taxation is avoided by keeping down the capital- 
ization, and thus much is carried as surplus which is really capi- 
tal. One striking case of this is a corporation which has a 
capital of 180,000 and a reserve of $1,000,000; but foiu* men own 
all the capital stock and we have them indorse the notes in order 
that a hold may be had on the surplus— if it were distributed, 
these f oui* men would have to get it. 

The contingent liabilities are the indorsement of notes which 
have been above mentioned, or contracts of guaranty or surety- 
ship; on all of these the possibility of loss is to be considered, and 
also the business judgment of imperiling the assets for other 
than absolutely necessary and profitable enterprises. 

Competent Audit Adds Value. Of course a statement is 
much the better for having been audited by a competent accoun- 
tant of established reputation ; sometimes we have discovered that 
the account has been audited, but the applicant, for some reason 
best known to himself, answers ''No.'' In that case a loan is 
never made — a man who is once caught telling an xmtruth about 
any statement matter is never a good risk, no matter what his 
apparent worth. The personnel of the auditors is important; 
they should be men of established integrity. 

The questions outside the statement of condition are all for 
the general information of the banker to enable him to get the 
stage setting of the enterprise. OfiScers who have other and 
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proeperous commercial comiections ^ve a guaranty of sorts that 
the business xmder consideration is well managed. The com- 
munity standing of officers and directors has a large share in 
determining the extra-€tatement reasons for credit. The pur- 
pose of the other questions on the statement is self-evident, and 
most of them have already been mentioned. 

Thus far, only the statement prop^ has been considered, 
together with a few collateral questions. A dealer in com- 
mercial paper makes many more inquiries before he accepts 
a client; he writes to every bank in the vicinity, to other busi- 
ness houses in the vicinity, and in every way tries to discover 
as much purely personal information as is possible; for no one 
realizes better than the broker that if a man sets out to be 
dishonest he can undoubtedly fool, for a time, any banker or 
broker that ever lived. The personal equation is always a 
lai:ge one. 

The nearer the statement approaches the ideal which has 
been outlined, the better the credit chances; and the farther it 
recedes from the standard, the less become the chances. And, 
in every case, the statement which speaks for itself is more 
acceptable than one which requires explanation. 



Digitized by 



Google 



CHAPTER Xn 

WHAT IS GOOD WILL REALLY WORTH? 

GOOD will is an intangible asset— one cannot put his finger 
on a concrete object and say, ''This is the good will/' 
Because it is intangible and is to be judged only by the 
results which it brings about, it is not to be taken as a purely 
imaginary asset or one to be valued with the aid of the emotions 
rather than the intellect. It must be said that often the value 
put on good will is purely emotional — ^in it are contained the 
hopes of the future. 

I have seen a company, nearly insolvent and doing little or 
no business, value its good will at $200,000; only a lack of famil- 
iarity with higher figures prevented a value reaching into the 
millions. It is because the figures so often put on good will 
are not the result of scientific calculation, and because the good 
will itself may be so easily damaged or destroyed that, as an 
asset, it is generally viewed with suspicion. 

But good will is an asset; not seldom it is the largest asset 
— as in the case of some investment houses where the reputation 
for fair dealing in sound securities is worth more in the way of 
business through the year than are the total concrete assets. 
In the case of a professional man, good will is his only real asset, 
for it is his reputation for skilled service that brings him clients. 
A contractor's record for honest building is usually worth more 
to him than such of his assets as can quickly be converted. 

Can Good Will Be Valued? The asset worth of good will 
can be arrived at with a very fair degree of certainty xinless the 
good will be so intimately bound up with personal reputation 
that it becomes purely personal, and is thus not a matter which 
can be transferred to other hands. 

What is good will? The best definition is that which has 
been placed upon it by the courts. In the case of Washburn vs. 
National WaU Paper Company in the United States Circuit 
Court of Appeals (81 Fed. Rep. 20), the court gave this definition: 
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When an individual or a finn or a corporation has gone on for an unbroken 
series ct yean conducting a particular business and has been scrupulous in 
fulfilling its obligations wd careful to maintain the standard ot tbe goods 
dealt iui and absolutely fair and honest in its business dealings, that customers 
ct the oonoem were convinced that their experience in the future would be as 
satisfactory as in the past; while such customers' good report of their own 
experience tends continually to bring new customers to the concern, th^e has 
been fatkluced an element of value quite as important— in some cases, peihaps 
far more important— than the idant or machinery with which the buriness is 
carried on* That it is property, is abundantly settled by the authority and 
indeed, is not disputed. That in some cases it may be very valuable property 
is manifest. Tlie individual who has created it by years of hard work and 
fair business dealings usually experiences no difficulty in finding men willing 
to pay him for it if he be wflling to seU it to them. 

The courts in the United States have univefrsally recognized 
that good will is an asset; the injunctions which have been 
issued, and the damages which have been assessed in the cases 
of unfair competition are foimded on the doctrine of good will. 
For instance, a trade name (not a trademark) may have acquired 
a great value through long years of business; the courts protect 
that name from use by a competitor, terming such practice 
''luifair competition/' because the competitor seeks to go for- 
ward by the theft of one of the assets of the original trader— of 
his good will. 

Some of the cases have gone very far indeed, and a man 
has even been restrained from using his ovm name in trade when 
it was the same as that of a long-founded establishment which 
had acquired a peculiar trade value, and especially if the com- 
petitor Were only a dummy set up by promoters to cut in on the 
old business. Trade names of articles, not protected by regis- 
tration, have come under the same theory of protection. A 
leading case concerned the son of a great inventor; a group of 
promoters hired him to lend his name to a corporation. The 
court granted the inventor an injunction on the ground that the 
use of the family name by the son was only for the purpose of 
confusing the public between the two organizations. 

How the Courts Protect Good Will. The courts rule ap- 
proximately thus : If A has been established and the public buys 
A's article because of his name, then B, a later entrant into the 
trade, will be restrained from using a name so similar to that 
of A that the public may buy the B article under the impression 
that it is the A article. They say that in such case A's good 
will must be protected. Of course there are exceptions, and 
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each case is judged on its own merits, but the rule is more or 
less as stated. 

The point is that the courts recognize that good will is 
a property right and entitled to protection; in one case a judge 
said that he thought the time would not be far distant when 
stealing good will would be regarded as a criminal offense, on 
a plane with the stealing of tangible property. 

If good will is an asset because it produces business, then 
the measure of its value must be the business which it produces. 
How is this motive force to be calculated in accoimtancy? 

The basis, as used by most of the accountants, is to set up 
the value of good will on so many years' average net profit 
earned by reason of the existence of good will; to find this profit 
it is necessary first to ascertain the average capital invested. 
A common error is to take only the profits for a nmnber of years, 
find an average yearly profit, and then deduct the amount which 
the appraiser considers should be earned by a business in any 
event. The resulting figure is then called the annual profit due 
to good will. 

This method does not recognize the profits derived from the 
capital already in the business; such profits should be estimated 
and deducted before any figiu^ is reached which can properly be 
termed a value of the good will. All money is presumed to earn 
at least a banker's interest; the good will is the earning power 
over and above that figm^. 

It is easier to reason from a concrete example. Take the 
methods followed in the two cases here given. From these the 
following principles can be deduced: 

Case number 1. (Form 66). The average capital invested 
was arrived at by averaging the total preferred capital stock 
outstanding for the periods that were reviewed. 

Havii^ secured this figure, interest was computed at 7% 
for two reasons: 

1. It is stipulated in the certificate of incorporation that 
the preferred stock of the company shall bear 7%, and — 

2. It is a fair return upon the investment in a private enter- 
prise—always a somewhat hazardous venture for the investor. 

In addition to the deduction for interest upon capital invested, 
is considered the compound interest upon the amount invested 
as good will. Inasmuch as the value of this intangible asset is 
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FORM 66: A form tuch M shown on this 
and the opposite p«ge aids materially in 
arriving at a correct appraisal of good will. 
The basis used by many accountants in 
arriving at these figures is to set up the value 
of good win on a certain number of years' 
• average net profit. To find tiiis profit* it is 
necessary to determine the average capital 
invested. AH money is presumed to cam 
a banker's interest and good will is tiie earn- 
ing power over and above this. Note that the 
six months ending December 31, 1917 shows 
the cost of operation in excess of the income. 
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188 BUSINESS ACCOUNTANCY 

Bomething that will be realized upon in the future over a certain 
number of years, the fact is clearly presented that these earnings 
have been discounted or anticipated. 

The profits have to materialize before the amount invested 
in good will 18 recovered, and the interest upon the anticipation 
of profits 18 thus a jxistified charge against the value of good will. 

The final excess of income over cost of $1,295,731.64 extends ^ ^ 
over a period of eight years and eight months resulting in an /i^ y €^1 i^ 
average net profit of $140,507.52 per year. 1 7 ^ ^7^o 

The average capital invested was ascertained to be $392,820, _ ■ ^ 
upon which is the annual fixed interest charge of 7%, or /yv^'^-'^ 
$27,497.40. The interest on the borrowed capital of the 
conv)any is disregarded. 

The Life of Good Will. Before deducting the amount of 
compound interest due through anticipation of profits from the 
investment of good will, one must consider the niunber of years 
at which to capitalize liiis residue of earnings. 

This period largely depends upon the character of the business. 
Authorities seem to concur that a professional business' good 
will does not extend beyond two years by reason of the element 
of personal touch that enters into all transactions and which 
will not continue unless the successor to the good will earns the 
same amoxmt of approbation that his predecessor had, thereby 
creating a good wUl distinctly his own. 

In a manufacturing or mercantile business the good will 
will probably extend over four or five years by reason of existing 
trade name, trademarks, and so forth. Newspapers and other 
semimonopolies can allowably stand a far higher munber of 
years' capitalizing of net profits. 

The test of the life of the good will in new hands is the oppor- 
tunity which the business affords to the piu'chaser to create a 
good will of his own; if the transactions are frequent, the new 
personality will quickly replace the old; but, if infrequent, then 
it may be taken liiat the customers will be drawn to the old name 
over a long period of years. For instance, a trading concern 
will be likely to have at least several trades a year with an 
individual and he will soon become accustomed to the new 
management and trust to it and not the memory of his former 
treatment. But in another line, such as the contracting business, 
services will be rendered to the same people not commonly more 
than from once a year to once in 10 years, for the matters with 
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FIGURING GOOD WILL 189 

which a contractor deals are not of frequent occurrence m the 
ordinary customer's career. 

Determining the Capitalization Value of Good Will. 
In the business which we are giving as an illustration, it seemed 
that it would reasonably take 10 years to create a new good will 
Therefore we capitalized the value at $1|220,101.20 less the 
deduction of $230,983.72, which represents the compound 
interest at 7% upon the <in t.iVipAt^ profi ts for 10 years, leaving 
a balance of $980,117.48 as the value of the good will. 

Case number 2. This was a contracting firm. The further fact 
is brought into consideration that good will is generally acquired 
by the purchase from some individual of a business that has 
been built upon that individual's personal merit. Of course, 
there are exceptions, as in trademarks, and so forth. The pur- 
chaser of the business must then bear in mind that in acquiring 
the good will, a certain expense will be incurred to replaice the 
service of the individual. 

In the present case the final excess of receipts over costs 
was $226,026.95 during a period of 11 years and 4 montha 
Thus the average net profit was $19,943.55 per year. The cap- 
ital consisted of $60,000, divided as follows: J. W. Smith, 
$20,000; B. F. Smith, $15,000; A. C. Smith, $12,500; F. C. 
Smith, $12,500. 

The fixed interest charge upon this capital at 5% would 
amount to $3,000. The company had no bonded or floating 
indebtedness other than cxurent and promptly paid bills. No 
further interest for capital borrowed or used need be considered. 

We have next to consider the services rendered by the four 
individuals. J. W. Smith acted as an '^ outside '' man. In 
short, he secured the business, and a man acting in that capa- 
city is generally one of value. We estimated his services as 
worth $1,700 per year. B. F. Smith acted as bookkeeper. A 
bookkeeper suifficiently good to carry on the accounts of the 
company could be secured for $1,500. 

A. C. Smith acted as superintendent of construction. As 
much of the value of the company insofar as reputation is 
concerned was without a doubt due to good work performed in 
the past, it would have required a good superintendent to have 
replaced the one whose services would be lost were the company 
and its entire good will to be sold. We therefore showed A. C. 
Smith's services as worth $3,700 a year. 
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190 BUSINESS ACCJOUNTANCY 

F. C. Smith acted as an assistant in the oflSce. An excel- 
lent assistant could be secured for $900 a year. 

It may be remarked that the salaries of the solicitor and the 
superintendent are loWi but we did not seek to replace those 
individuals with exceptionally qualified men. It was simply 
intended to quote the prices of an average man in such a position, 
as any ability over and above the average woxUd in the future 
reflect itself in an excess of earnings. 

A further fact to be taken into consideration is that a business 
which requires its proprietor or proprietors to expend in its 
management a considerable amount of time and skill is less 
valuable than one which will produce an equal income without 
such expenditure. It is less valuable because unquestionably it 
will be found that in the open market it would realize ^less 
money, but in addition to that it is important to remember 
that when a man piu-chases good will he pays for something 
which places him in the position of being able to earn more 
money than he would be able to earn by his own unaided 
exertions. In the above case, the cost of management was 
based upon a fair average cost for the replacing of the purely 
physical ability of the individuals concerned. 

It is safe to take the life of the good will of a contractor at 
10 years. Capitalizing for this period it becomes necessary to 
deduct the amount of combined interest necessary to pay the 
purchaser for the loss of interest upon the sum paid for good 
will, inasmuch as he is anticipating the expected net profit by 
paying in advance for the entire good will of the company. 
This amount at compounded interest is $55,479.21 as the value 
of the good will of the business. 

Placing Good Will on the Statement. There is no 
proper objection to the appearance of the item good will upon a 
statement of condition if the item has been properly valued. 
Just the other day a great corporation added $2,000,000 to its 
statement under the head of good will, and the most conservative 
bankers and investors agreed that the new asset was fully worth 
that figure. 

The company did not need the addition in order to make a 
good statement and it was not asking for more than its usual 
borrowings, but it stated that a trade name which it had adopted 
for its product and which had been extensively advertised, 
gave the company an excess earning power over that which 
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woxUd commonly be earned on its capital in an amount which 
was conservatively represented by the addition of $2,000,000 
to its assets. The company refined a standard commodityi 
which had never previously been sold as other than an ordmary 
commodity, added its own characteristic trade name and thus 
individualized the product. 

Can a new company have a good will? In general it cannot 
because there exists no record of performance on which to 
value the good will. But there are exceptions; if the new com- 
pany starts with a staff of tried salesmen from another company 
in the same line, those salesmen may have a personal good wiU 
which can be charged into the new concern; the exact value is 
very difficult indeed to appraise. If the salesmen have been given 
boniises to come with the new enterprisei the amount thus paid 
might sometimes be taken as good will, but the exact make-up 
of the item should be set forth so that it cannot deceive. 

Furthermore the value of any salesman over and above other 
salesmen may be capitalized in the same naanner as with excess 
profits due to good will, being careful to deduct the amount 
which it is estimated that an ordinary salesman, without peculiar 
personal connections, might earn for the company. 

If, however, the new company has purchased the good will 
of another business, then it is proper in the first year to charge 
this good will at the amount paid for it. After the first year, 
the actual figures of the earning power of the asset shoxUd be 
taken on the performance records and the purchase price dis- 
carded. A trademark may be valued in the general good will, 
although it is better accounting to set it up as a distinct asset ; but 
a trade name is always part of the good will. The distinction is 
made because a trademark is a monopoly granted by the govern- 
ment while a trade name is a product of good wilL 
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CHAPTER XIII 

CHARGING OFF DEPRECIATION ON 
THE RIGHT BASIS 

IN the chapter on '^ Balancing the Books" the correct method 
of taking an inventory was discussed, also the necessity for 
keeping the book value of stock at its actual value, or 
certainly at not more than its actual value. It was there seen 
that it became necessary at times to lower the inventory prices 
because the stock or a portion of it had become obsolete, or 
shop-woniy or was otherwise imsalable at its former value. 

That process is sometimes termed 'depreciating'' the 
inventory, but although from the standpoint of correct English 
the term is entirely accurate, the word ''depreciation'' in 
accountancy has a technical meaning and is confined to the 
process by which the fixed assets are lowered in value so that 
their price on the books will always represent their operating 
worth. Stock is "reinventoried" instead of being "depreciated"; 
this is really a distinction with a difference. 

Why Depreciate Equipment? Look at the reasons. The 
machinery and fixtures of any concern are the tools with which 
it does business; they do not go into the <^cle of trade and are 
not offered for sale imless the concern goes into liquidation 
(barring, of course, the ordinary matter of replacing with a 
better article). Three methods of valuation may conceivably 
be used to estimate their value: 

1. The cost of replacement value. 

2. The operating worth — ^what they are worth to the going 
concern. 

3. The forced sale or liquidation value. 

The replacement value cannot be the true value to keep on 
the books, as it may vary with the market; at the time when 
this book is being written the prices of second-hand machinery 
are above those of new machinery three years ago. But we buy 
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DEPRECIATION 193 

machinery or buildings or fixtures for the purpose of doing 
business and not to resell; hence the market price, be it above or 
below the cost price, can have no efifect on us, for the articles 
can be worth to us in an operating sense only what was paid for 
them less the toll taken by usage or the quick lessening in 
operating worth through the invention of better articles which 
will give cheaper manufacturing costs. 

The same argument disposes of the third system of valuation 
— ^the forced sale value. In ordinary times and for most kinds 
of fixtiu^ a forced sale will seldom bring more than 50% of the 
cost price. But a business is making ready to live and not to 
die; the value as a corpse is only for the auction. Plainly 
the true value of the fixed assets is what they are worth to the 
going concern and this value is termed the ''operating worth.'' 

The Operating Worth. The operating worth is had by 
the application of the process of depreciation and the consequent 
setting up of a reserve. The operating worth plus the reserve 
should always equal the original cost, which original cost includes 
that of installation as well as purcha^^ price — ^f or, to repeat, it is 
only the value to the going concern in which we are interested. 

Since the proper rate of depreciation must depend upon the 
life of the article, determining that rate is an engineering and 
not an accounting affair. The accountant can take only the 
figures which are given to him and it is for the engineers to find 
the actual percentage which is to be deducted. All that the 
accountant can say is that there must be some figure for the 
inevitable impairment in value. This value caimot, of coimse, be 
determined by mere guess and neither can it ever exceed the 
price which was paid in the first instance. In very rare cases 
will the value, after years of use, be that of the original cost; 
but there can be such cases. 

No Arbitrary Percentages. I have often been asked: 
''What is the conservative rule for depreciation?" 

There is no rule; when you consider that the object of depre- 
ciation is to keep constant the relation between the inventory 
value of fixtures and the operating worth, it can readily be under- 
stood that an exact rule is impossible. The very statement of a 
rule is an absurdity, as the government soon discovered after 
they fixed 5% as a constant for depreciation charges in making 
up the corporation tax retiuns. They found that in some cases 
the rate was far too high and in others much too low. 
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Because depreciation cannot have rules, the percentage 
to be deducted is not for the accountant to determine, but, 
since the owner must often be both his own engineer and 
accountant, he should have a guide in making his balance sheet 
a true exhibition of the state of his business. Unless the balance 
sheet he true, the profits cannot be truly determined; too much or 
too little liepreciation will result in equally false balance sheets* 

Everyone agrees that it is good, conservative business to 
charge ofiF depreciation, but right here all agreement stops. 
The average business man depreciates drastioedly in the good 
years and not at all in the bad yearfr— he apologizes that things 
will about even up in the end; as a matter of fact he really 
depreciates accordhig to the amount that he wants to have as 
surplus; and the determining factor in his rate of depreciation, 
or, in fac^, in the existence of any depreciation, is the net income 
from operations. If he can make a good showing with depre- 
ciation, he depreciates; if not, he does not depreciate. 

Emotional Depreciation. The real rate of depreciation 
is seldom of the slightest concern. Yet costs and profits are so 
intimately boxmd up with the worth of the plant and machinery 
that without an accurate worth being ascertained, the costs and 
the profits can only be approximated. Probably it is better to 
depreciate too mudi rather than not at all, but certainly there 
is no virtue in excessive writing off. 

Take a case in point. A company manufacturing an auto- 
mobile accessory made profits at the rate of 20% during the 
first three years of business; they wrote off 10% on machinery 
and the same amount on their patents. In the fourth year their 
patents were legally broken down and their eamingB dropped 
to 5%. They stopped writing off and the next year they sold out. 
Of course there was a deal of haggling on the price, but finally 
they agreed to the inventory value as the selling price and a 
new company came in. 

The purchasers had the whole plant reappraised and it was 
found that the three years of excessive depreciation had not 
been made up by the two years when nothing was charged off, 
and that the former stockholders had cheated themselves on the 
price. It is not often that machinery depreciates as much as 
10% a year. On the other hand, insufficient depreciation will 
result in apparent profits which are too large and will also cost 
too much in taxes. 
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The Basis for Depreciation. Two grounds for deprecia- 
tion exist — one through the wear and tear of usage and the other 
through the invention of better machinery, which renders the 
installed machines obsolete. The rate for the first kind is plainly 
to be determined on the life of the machine if it always be kept 
in good repair; hence the figures must be empirical. The obso- 
lescence is to he determined only by comparison with the latest 
that is on the market. 

Obsolescence. Take two extreme cases. There has been 
little advance in the machines for nut and rivet making through 
many years; such a machine will last fully 40 years if the parts 
are replaced and repairs are given earnest attention; in fact it is 
claimed that an older machine is better than a new one because 
it has been loosened up and so works more easily. Two per 
cent is a Uberal depreciation. Concrete mixers, on the other 
handy seldom outlast the contract, for the exposure, the rough 
usage and the loss of vital parts make it necessary often to 
abandon the machine at the end of the contract. Three to 
four years is a long life; hence the depreciation will go from 
25% to 33%. 

There is no obsolescence to be charged on the rivet machines 
and the life of the concrete mixer is so short that it would scarcely 
pay to bother replacing with a newer design unless it were 
revolutionary. But since obsolescence is a matter of comparison 
and not of reasoning, the charge may vary from zero to 100%. 
When a bottle machine was invented a few years ago with a 
capacity eight times that of the machines in use, it became neces- 
sary for every bottle maker to charge off his machines in their 
entirety. The same thing happened when the improved shoe 
machines came in. In both these cases the value of the older 
machinery was only that of scrap. But if the newer types are 
only slightly better than those already installed the percentage 
of depreciation for obsolescence becomes correspondingly small; 
if the new machines have an output 10% better than the old, 
then 10% shoxUd be taken off the inventoried machine and no 
further deduction made for this reason until another improvement 
be made. The point at which to stop depreciation for obsoles- 
cence is when the newer machines are so much more efficient 
than the old that good manufacturing demands a replacement; 
then the whole book value of the machine is automatically 
charged off. This is the only fair method. 
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Plant Ledgers. Every new plant should keep a plant 
ledger or machine depreciation record (a form of each of which is 
shown in Form 67 and Forms 68 and 60.) The principles of the 
forms are exactly alike and there is nothing to choose between 
them. Each article of machinery has its own card containing 
its own statistics; the value of the new machine is the purchase 
price plus the cost of installation. The cost oi the machine as 
it first stands is the exact replacement value. The practice of 
charging machinery at the purchase price less the seller's profit 
is harking back to the idea that auction values are real values. 

The expected life of the machine is then entered; the term of 
life will be calculated from past performance of similar machines. 
The figures will be compiled from the shop in the older factory 
and from the best information obtainable in the case of the new; 
the makers will usually be able to estimate the life with fair 
accuracy. Most lathes will give 25 years of service; the depre- 
.ciation would therefore be 4%; a sandblast will commonly 
last 20 years, hence the figure here is 6%. 

In the spaces provided, the amount of each year's deprecia- 
tion is entered so that the card at all times gives the net worth 
of the machine to the concern. No figure for obsolescence is 
given, because it cannot be assumed that a better design will be 
available imtil it is actually known that such has been made. 
The obsolescence therefore will be determined annually or of tener 
by an examination of whatever is on the market and will, of 
coiuse, vary for each article. 

The repairs and maintenance charges are also entered on the 
cards and form performance records of great value in piu'chasing 
new machines and they also give timely warning when a machine 
is costing so much for repairs that it had better be scrapped. 

Depreciating Old Installations. When the plant is old 
and no proper depreciation records have been kept, the best 
plan is to appraise the machinery in toto at its original cost and 
in this operation the original prices should be had together with 
costs of installation. If they cannot be had exactly from the 
records, then they should be estimated. The present values are 
reached by depreciating from the old values. In Forms 70 and 
71, shown on Inserts VIII and IX, the manner of formally stat- 
ing the values of older plants is given. When these values have 
been arrived at the plant ledger is started with the final figures 
obtained and additional data placed on the cards as desired. 
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FORM 70, described on page 196 
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FORMS 67-68-69: Plant ledcert or ma- 
chine depreaatioa records such as shown rrj 
here are effectively used in many plants. [ ~ 
Eadi machine has its own card containing 
its own statistics. The value of the new 
machine is the original price plus the cost 
ofinstaOation. The principles of the three [Z 

or no chince between them in practice. 
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Small tools such as reamers, drills^ jigSi and the like, are not 
to be neglected m the plant ledger. Here the performance 
records of the purchasing department are of great value. The 
best practice is to charge the original purchases as plant additions 
and depreciate each article or kind of article at the rate ascer^ 
tained from the records. New tools which merely replace the 
old are charged to expense, but new tools which are required in 
the making of new lines and which do not replace tools already 
in hand are added to the inventory as they are purchased. 

The Depreciation of Buildings* Buildings, of course, 
depreciate, but the degree depends upon the material of con- 
struction, the attention to upkeep, and the climate. There is 
also a depreciation for obsolescence, but this is seldom taken 
into consideration and neither is the possibility of new railway 
connections on other sites, or like elements which undoubtedly 
serve to lessen value. Some buildings in New England have 
housed mills for 80 years or more and are still well suited to 
their purposes— so well suited that perhaps it would not be 
economy to abandon them for new structures. On the other 
hand, many companies do reach the point where they decide that 
conditions have so changed that it would pay to erect a new 
plant on a new site. 

Life of Structural Types. A conservative architect has 
given the following life terms for these six types of standard 
construction: 

1. Mill construction, brick-bearing walls, wood floors and* 
roof construction: 40 years. 

2. Steel cage, brick curtain walls, reenforced concrete 
floors: 30 years. 

3. Brick-bearing walls, steel beams for floors and roofs, 
timber flooring and roofing: 25 years. 

4. Reenforced concrete throughout: at least 40 years, and 
probably more. 

5. All timber: 25 years. 

6. One-story structure, steel or wood frame, galvanized 
covering: 5 to 10 years. 

From these approximate terms, the annual depreciation may 
easily be calculated, but it will be accurate only if the repairs are 
diligently attended to and the climate is not too rigorous. 
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FORM 71, described on page 106 
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DEPBECIATION 199 

Real Estate. Real estate may depreciate and also it may 
appreciate, but it is not advisable to take either into consideration 
unless the changes are great, for the value to the going concern 
ia, after all, only that which was laid out and, xmlike a building 
or a machine, it will not be replaced unless the plant site be 
shifted. 

Appreciation. Machinery and fixtures should never be 
appreciated; the maxim that profits are made through sales 
and not through book entries is sound. Reasoning by analogy, if 
machinery increases in value it should be carried at higher 
values, but the practical value to the going concern is not 
thereby increased, and it is only the going concern which we 
are treating. Hence, appreciating machinery is not on the same 
plane as depreciating; for, through wear and tear or obsolescence, 
the machine may be worth less than it cost, but it can never be 
worth more unless it be taken out of the shops and sold. 

If realty values have increased and an outside appnusal 
clearly demonstrates the fact, the prices may be marked up, 
but it is better business not to do so; for here again profits will 
be declared out of unliquidated, estimated accretions, whereas 
a manufacturing enterprise is supposed to make its profits out 
of stock turned and not out of realty speculation. Marking up 
real estate is a little like counting chickens before they are 
hatched. 

I have tried to make it clear that no fixed figures for deprecia- 
tion should be adopted throughout any plant, but that each 
machine should present its own case and receive its own sentence. 
If for any reason the exact figures cannot be had, a fairly safe 
estimate is 2% on buildingSi 5% on machinery, and 10% on small 
tools. But the best business man will not guess; he has the 
means at hand to know — and he will know. 
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CHAPTER XIV 

WHAT YOUR STATEMENT OP 
OPERATION MEANS 

THE statement of condition answered the question of the 
business man, '' Where am I at? '' The statement of opera- 
tion is the reply to "How did I get there?" or to put it 
di£FerentIy, "How did I make my profit?'* or if the result be red 
instead of black, "Why did I lose my money?" 

Of course the mterest of the business man is in making a 
profit— unless profit be the ultimate end, the enterprise is not 
to be considered as a business — and it is in the statement of 
operatioir that we for the first time get down to the discussing 
of the "how" and the "why" of profits. Every preceding 
account has been provided with the view of giving a hold on the 
operations which go to the ntiaking of a profit, so that when we 
finally discover that we have made either a profit or a loss, we 
may trace back that profit or loss to its source. 

The profit was shown in the statement of condition as 
"surplus." The statement of operation is a dissection of the 
surplus because the surplus was created by the operation of the 
business. 

The statement of condition exhibited the profit only in bulk, 
and many business men — too many — are content to take the lump 
figure thus expressed without a thought as to where it had its 
genesis. Such men have no use for the statement of operation 
or for any other statement which is a record of that which is 
done and finished. To those who do not care, the statement of 
operation is recommended as a rough analysis which may counter 
disaster; to those who really want to know how and why they 
make money, it is commended as an introduction to the science 
of cost accounting. 

The statement of operation is, strangely enough, unknown 
to most business men. Yet it is comparatively simple to make up 
from the records which every reasonably well-conducted business 
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should have, and its results may be far-reachmg. But it is 
offered at the best only as a substitute for something better — 
an accurate cost system. The statement should be known and 
should be compiled, but it should be recognized only as a sub- 
stitute for a cost system and never taken as a cost system in itself. 

The Value of a Statement of Operation. As has been 
constantly reiterated, accounts make for profits only when they 
are used for comparative pmposes. A single figure, standing 
alone, means little; but taken in connection with a previous 
record, it may mean a great deal. 

Take the statement of condition on this basis. A surplus 
may show up this year which is very satisfactory in itself. But 
suppose that siuplus is less than last year's? Will not an im- 
mediate inquiry be set on foot to learn why the siuplus decreased? 
And will a diligent business man cease his inquiry until he has 
run down the exact cause of the decrease? The statement of 
condition merely announces the result; it does not tell why. 
Hence the statement of operation. 

In its simplest form the result of operation is achieved by 
deducting the cost of goods sold from the total sales. These 
figures are gross and convey but little information. Therefore 
we must analyze; the division and subdivision may be carried 
on almost to infinity. 

The limitations upon the elaboration of the process are prac- 
tical. It is far better to devote the attention to a cost system 
that will advise of current doings rather than to delve too deeply 
into the past, however illuminating the information gained may 
be — ^if it be gained only by accountancy. If, however, the 
statement of operation is compiled by an industrial engineer or a 
cost accountant (or preferably by a combination) then not only 
will the diseases of the business be diagnosed as they appear, 
but also the remedies will be indicated. 

There are £wo general forms of statements — elaborated 
according to the purpose for which they are to be used. 

The first is for the banker. He is interested only in results; 
he does not care much how the profit was made so long as it was 
made. The figures which interest him are the amount of business 
done, the proportions for material and for labor, the selling 
expenses, the gross profits, and the dividends received or paid — 
so that he may compare the figures and the percentages with the 
records of other concerns in similar lines. He is interested in 
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depreciation and wants it separately only because he knows that 
the company which is shy on profits will not devote much atten- 
tion to depreciation. He wants to know the detailed sources of 
income. For instancei a company which had assets totaling 
$400,000 showed a total income of $40,000; but, on analysis, it 
appeistred that $37,600 of this sum was derived from stock owned 
in another company. The company making the statement was 
scarcely breaking even on its operations. It is important to 
know whether you are investing in the company before you, or 
in another company which you do not have the opportimity to 
examine. 

The second form of statement is for the operator himself; he 
is equally interested with the banker in the results achieved; 
but, in addition, he must have the ''hows.'' He asks for waste 
percentages, for proportions of non-productive to productive 
labor and the intimate details of manufacture. 

The Derivation of the Statement. The operating state- 
ment defined in this chapter is made up from the ordinary books 
of record. After making up the trial balance (Chapter IX) we 
distributed the figures between asset and liability accounts and 
profit and loss accounts. Into the former went the accounts 
which represented those things that remained in the business 
either as assets or as liabilities; into the latter went the nominal 
accounts of historical importance. The statement of operation 
is founded on the profit and 1o8|b accounts. It is in columnar 
form in order that the total of the business may be shown. 
On it go all the figures of the trial balances which are not used 
in the statement of condition; the two statements are com- 
plementary. The form is a compromise one, because it was 
originated by accountants for the company which had not a cost 
system and it might be termed an accountant's cost sheet as 
extinguished from a cost accountant's sheet. 

Forms of Statement. The Forms 72 and 73 shown on Insert 
X are interesting. The first is the ordinary form for a manuf ac- 
tming enterprise and the second is for a concern which derives its 
income from other than trading, as a bank or a professional man. 

Every time that a trial balance is taken off the books, a 
statement of operation should be made out. A daily statement 
would not give sufficient perspective to be worth while; once a 
month is usually often enou(^, but in addition to the regular 
periodical statements, others should be compiled whenever the 
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business seeihs to need intensive attention. An owner or an 
executive should constantly have his finger on the pulse of the 
business. 

I shall take up the items individually as they appear on the 
model form shown: 

Gross Sales. The statement of operation begins at the 
sales. The sales are classified first as to gross, and all forms of 
direct sales of products are included in tlds classification. 

In certain lines of business which, properly speaking, do not 
have ''sales/' the item is generally turned gross income or gross 
revenue. Thus a contracting firm considers the income from 
profits on their contracts. On the other hand, a bank's is de- 
rived from interest upon money loaned or commissions upon 
funds handled, and ordy slightly, as in syndicate and like oper- 
ations, from buying and selling. 

In any event, the statement begins with the gross sum 
derived from the particular operations in hand. 

Deductions. From the gross sales there may be certain 
deductions and allowances. The common deductions are allow- 
ances for returns, freight outward, and trade discoimt. 

Allowances are any remitting by the seller to the buyer of a 
portion of the purchase price; thus where the goods are damaged 
in transit or become defective while in transit, or are of bad 
workmanship in part or in whole, or if, for any reason, the ship- 
ment is not up to standard, but is yet acceptable to the consignee 
at a price, the seller may make a special allowance to the pur- 
chaser. The bookkeeping procedure ia to charge an accoimt 
called sales allowances and credit the accoimt of the pxu^chaser 
with the amount of the allowance. Naturally the allowances 
which accumulate throughout the coiu*se of the year are to be 
deducted from the total gross sales. 

Return sales — Here the purchaser has actually returned the 
goods as unsatisfactory or as no longer desired. The goods 
returned are charged to an account called ''sales returned'' or 
"sales returns," and the accoimt of the purchaser is closed as the 
opposing credit. 

Freight outward may be a proper deduction from sales for the 
reason that when goods are sold f. o. b. at a certain destination 
the cost of that freight has been included in the selling price and 
therefore, when such is the case, the actual freight changes should 
be deducted therefrom. 
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But I prefer to consider prepaid freight as a selling expense 
in most cases. It is the salesnum and i^ot the factory which 
determines how much freight is to be paid — for it is the salesman 
who finds the market. A factory should not be charged with an 
expense over which it has no possible means^f control. The 
practice of charging all freight outward into the goods is mis- 
leading; as was pointed out in Chapter II, it often happens that 
the sales department goes too far afield for its customers and may 
sell in districts where the mere freight charges will absorb the 
whole profit. 

It is well to sell f . o. b. the factory if the trade can be brought 
around — as in automobiles. But trade customs are hard to 
change, and where it has been the habit of the naanufacturer to 
pay freight, he cannot discontinue the payments without the 
cooperation of other manufacturers in the same line. Few 
consumers will readily see that it is of advantage to pay only 
their own freight charges instead of also paying a share of the 
other fellow's through the addition which is necessarily dis- 
tributed over all the goods. 

Trade discount is a discount which is taken off of the list 
price. It has previously been discussed (see page 108). The 
discounts classified as trade discounts are given purely with the 
idea of getting business as distinguished from cash discounts 
which are to encourage quick payments. There is no real business 
reason for an elaborate system of discount without regard to 
the buyer, but the adherence or non-adherence to the system is 
a matter of individual discretion. Some of the larger firms 
whose positions are impregnable have totally abolished trade 
discounts and quote flat prices, but other equally large firms 
adhere to the discount. There is no rule. 

Although trade discounts appear on the invoices, only the 
net amounts are carried on the books. The fiction should not 
be persisted in at home. 

After having collated the items and arrived at the total 
amount of deductions, the total is subtracted from the total 
gross sales; the difference is the net sales. 

Cost of Goods Sold. The cost of the goods which have 
been sold is computed from the moment that the product enters 
until it is finished and ready for shipment. This includes all 
materials and suppties and all manufactming and all necessary 
converting and hauling expenses. 
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The best way to arrive at this cost is through a cost system. 
If we have the cost of each kind or type of article sold, it is only 
necessary to multiply the unit cost by the number sold, to gain 
the total cost. But failing a cost system, we must work back- 
ward, as explained in Chapter IX, and by an inventory discover 
what we have in hand. Therefore, in stating our operations, 
we start with the inventory of the beginning of the period and 
add the various items of productive labor and so on, as shown 
on the sheet, and from the total we deduct the inventory of the 
end of the period to find the total cost of all that has been sold. 
Having no cost accounting, the whole process is crude, and if 
the inventory be inaccurate, the resulting figures will all be 
inaccurate. 

There are two principal divisions of labor, namely, productive 
and non-productive. Productive labor is that labor which is 
actually and directly put upon some part of the product. Non- 
productive labor is that which cannot be directly charged to 
any specific product. (This subject will have a fuller treatment 
in the chapter on cost accounting.) 

Without a cost system, it is difficult if not impossible to 
apportion unproductive or indirect factory labor (for it is not 
unproductive in the narrow sense) and therefore the whole item 
is dumped into the most dangerous of all manufacturing accounts 
— ^''manufacturing expense" or ''manufactming overhead.*' 

Manufacturing Expense. In addition to the unpipductive 
factory labor this inclusive item takes in many other factory 
charges, a few of which can, but more of them cannot be appor- 
tioned without a cost system. Among the items are factoiy 
supplies, factory expense, rent, insurance, repairs and renewals 
to plant and equipment, heat and light and power, taxes, and 
depreciation of plant and equipment. 

Factory supplies are those small purchases which are made 
for the purpose of carrying on production and, where their sum 
is not considerable, are charged off immediately. Where the 
supplies total a fair annual amount, an inventory of them should 
be maintained in the same fashion as with the general stock. 
As the supplies are used on requisitions, the inventory account 
is credited and the cost is transferred to a factory expense accoimt. 
Supplies are seldom so slight that they can be di^garded. 

Factory expense represents these expenses which are so 
trivial in amount as to make it ridiculous to attempt an inven- 
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tory. Where a cost Bjnstem rules, these small expenditures are 
governed and directed by the comparisons in the ''expense 
analysis/' (See page 249.) 

Insurance is the amoimt of premium paid on the factory 
plant and equipment as well as on the materials and supplies, 
goods in process, and finished goods. 

Rent is a debatable item when it represents a charge for 
occupancy of buildings owned by the operating company. 
Many accountants consider such rent as an income on capital 
on one hand, and a manufacturing expense on the other. They 
reason that a man who pays rent disburses a form of interest 
for the lack of enough capital to own his own building. If he 
were to borrow money and build, he would pay interest instead 
of rent; that interest cost would not be considered as a manu- 
f actming expense, but as a capital charge. Therefore they apply 
the same reason, that because of thiis insufficient capital he 
must pay interest in one form or another, which in this case is 
termed rent. 

I prefer to consider rent as a manuf actming charge because 
it can thus most easily be charged. Certainly no one can manu- 
factiu^ without premises on which to conduct the operations; 
if rent be paid, charge it as such and against manidfacturing. 
If, on the contrary, interest be paid, that interest will later get 
into the cost when the overhead is distributed. The matter of 
charging interest on the investment is on a somewhat di£Ferent 
footing and is taken up imder costs (page 242). A safe rule in 
accounting and one which at the same time is quite evident, is 
to follow common sense in making charges, put them where 
they obviously belong, and leave the discussion of economic 
refinements to those who delight in them. 

Taxes involve much the same theories as rent. They are 
urged as a capital charge on the basis that taxes are indirect 
charges by the govenmxent upon the use of wealth. A tax on 
property is levied on the assessed value of the fund invested. 
Thus accountants maintain that taxes should be a capital or 
income charge rather than a cost of manufacture. But even 
though the items of rent and taxes may properly be classed as 
capital charges, they should be considered in the cost of goods 
sold. The capital is invested in the plant, buildings and equip- 
ment, and if not invested, a rent is paid and the charge, either 
in the form of rent or taxes is a charge on the capital which is 
used to earn profits. 
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Repairs and renewals are the sums expended in the repair of 
broken machinery and equipment or the substitution of new 
parts to preserve the level of efficiency of production. The 
charges apply only to the actual cost of repairs and replacements 
in the course of production. Therefore they are properly classified 
under manufacturing costs. 

Heat, light, and power,'' which aro three distmct items in the 
cost of manufacturo, aro considered as one account, except when 
a cost sjrstem is in f oroe. We charge hero the power house labor, 
the cold, oil, supplies, and so on, and consider all of them 
meroly as materials. Under a cost cfystem they aro distributed 
into tike goods. 

Depreciation. It cannot be denied that machinery and 
. equipment lessen in value through wear and tear. (See Chapter 
XIII for methods of depreciation.) Thereforo, if materiab, 
labor, and the like aro considered as a manufacturing ex- 
pense, ought not the amoimt of machine value thus used also 
be included? Or is the charge against capital and ought it not 
go into the goods eventually through the overhead? Does it 
belong directly in the cost of goods sold? 

The theory which considers depreciation as a capital charge 
is sound. Whatever amount truly ropresents a waste or leakage 
of capital, which is not traceable except through the cost of 
manufacture, is a capital charge. With a cost cfystem we can 
take depreciation directly into accoimt as a manufacturing 
cost, but for the present purpose of determining the actual 
manufacturing profits, without cost figures, depreciation should 
be considered t)nly as a capital charge — as a wasting of capital. 

Manufacturing Profit. Adding the inventory at the begin- 
ning of the period, the purchases, the labor, and the manu- 
facturing expense, we reach a total from which should be deducted 
the inventory at the closing of the period. The rosult is the 
cost of goods sold. This cost of goods sold is in turn deducted 
from the net sales and the balance remaining is considered the 
manufacturing profit. 

Many of the foregoing items would not be involved in other 
than manufacturing, but the general process is applicable to 
any business. The thought is merely to find the gross income, 
make the deductions of the particular case to find the net income, 
and from that to deduct the cost of rendering the goods salabla 
In a trading business, instead of the many items of labor and 
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manufacturing expense, we should have the large but easily 
comprehended item of the cost of the goods purchased. There 
would be no productive labor or any items of actual fabricating 
expense. The big expense would be the administrative and 
selling expense. 

Administrative and Selling Expense. Administration 
expense is self-evident — ^the salaries of the executives, their 
employees, and all of that which is expended on the business 
as a whole and as distinguished from the selling end. 

Selling expense includes the cost of shipping material and 
the expenses of the shipping department. The biggest and most 
important items are those of salaries of salesmen and their 
selling and traveling expenses. Then there is advertising and 
the thousand and one other charges which it is not necessary 
to detail here. If the concern has branch sales offices, there 
must also be added the salaries of managers, salesmen, clerks, 
rent, miscellaneous sales room supplies, and all other expenses 
pertaining to the branches. Selling expense was discussed in a 
previous chapter on sales. 

The analysis of administrative and selling expense is depen- 
dent entirely upon the size and conduct of the business. 

The total of these expenses is deducted from the manu- 
facturing profit, and the result is a net profit from manufacture, 
commo^y called net income from operation. This figure repre- 
sents the actual profits derived from the conduct of the business. 
To it should be added any income not arising as a part of the 
general business operations. 

Other Income. The component parts here may be mis- 
cellaneous income, dividends received on stocks own^, interest 
received on bonds or mortgagee owned, or discount taken on 
purchases, and so forth. 

Dividenda received on stocks owned are those dividends 
which come as a return on capital invested in some other business. 
Dkewise interest on bonds or other securities owned, such as 
mortgages, notes receivable, and the like. 

Cash discount on purchases is a profit gained by pa}ring 
bills before they fall due. It is to be distinguished from trade 
discount, as it is a capital transaction, while trade discounts 
are allowed with the idea of influencing business and are there- 
fore part of the business operation. Had a company insufficient 
capital, they could not take advantage of the discounts. 



Digitized by 



Google 



OPERATING STATEMENTS 209 

Other Deductions. From the total ''other income'' is to 
be deducted such items as cash discount allowed to customers, 
interest on notes payable or mortgages payable, and any other 
subtractions of like nature. Cash discoimt on sales is the reverse 
of cash discount on purchases; in the one you give and in the 
other you take. 

Interest paid on notes payable or mortgages payable is a 
proper income deduction because it is a charge for capital loaned 
to the business. 

Losses on sales and securities or even in the sale of part of 
the companjr's assets is a proper deduction at this point. 

The income deductions, subtracted from the total income, 
give a "net profit from operations." This net profit distinctly 
differs from net income; net income is received from the operation 
of the business, whereas net profit represents the actual profits 
derived from operation — the gain of the enterprise. 

Further deductions are reserves, which may be set up against 
losses, bad accoimts, or other contingencies. 

Dividends declared, when not immediately paid, are reflected 
in the balance sheet as a liability and should be a deduction on 
the net profits only when they apply to the profits of the period 
under consideration. If the dividends are declared upon the 
profits of a preceding period, they should be declared directly 
out of the surplus — ^they shoidd never be considered as a part of 
the period's operations, especially in the sense of an expense. 
I recall a bookkeeper who, before closing the books, always held 
the dividends paid or declared as an expense of that particular 
period, made a deduction therefor, and considered his final 
balance as the profit or loss for the period. It is absurd to so 
confuse profits and expenses. 

The figure which results after all the deductions have been 
made as above outlined is the ''surplus," and its amoimt must 
agree with the surplus found through the statement of condition 
— for, to repeat, the statement of operation is only the analysis 
of the surplus. 

The statement of operation is useful; the man who forms 
one is so much the better off for the knowledge that he has gained; 
but to my mind a statement formed from the books, such as has 
been described, fails in its purpose if it does not direct the business 
man's attention to the imperative necessity of instituting some 
opposite cost system. 
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CHAPTER XV 

WHAT A COST SYSTEM MEANS TO 
YOUR BUSINESS 

WHAT are my profits? How much do I really make on 
my sales? Did I make or lose money on that job? 
Probably no man in business would object to having 
his records answer these questions. Yet how many records do 
give answers? Will not the average proprietor of a business 
pursue relentlessly the debtor who owes a dollar and utterly 
ignore the dollar which passes out as preventable waste? Will 
he not go to any end to have an error in one of his bills corrected 
and yet bid upon a contract on figures which are really little 
better than cost guesses? Why is it that machinery for finding 
the actual costs of doing business is so rare? 

I think that it is bcHcause most men in busmess imagine that 
cost finding is mysterious, and cumbersome, and involves so 
much work that it is not worth while* 

No business today can be permanently successful without an 
accurate cost system. It is quite as essential to know what has 
gone into your product as to know what has gone out to your 
customers. You must know whether or not competition can be 
or should be met, whether you can do business at the other man's 
prices — ^he may be selling so ruinously low that it will be good 
policy to let him break himself rather than try to meet him and 
break yourself. We have passed the day of unintelligent manu- 
facturing and merchandising, and those who do not realize the 
change will come to their senses in the bankruptcy court. 

What Is Cost Accountancy? Cost accoimtancy is the 
science of discovering the exact cost of doing business — of all 
that which enters into a product, of all that which must be added 
to the purchased article to find the point where profit begins. 
Accountancy proper is a book record — ^a recording and correlating 
of accomplished facts. Cost accountancy is a process record — 
a recording and correlating of the prices of activity. 

210 
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The finding of the cost of douxg business is the really im- 
portant portion of the accounting of any enterprise, for only 
from exact costs may future policies intelligently be planned. 

In the preceding chapter it was seen that the statement of 
operation told something of costs. In fact, it gave an exact 
guide to total cost in certain branches during the period covered 
by it. A man might know, with a fair d^ree of accuracy, how 
much it cost him to do business in the previous year, but he 
could not know exactly the current costs of the present year. 

It is the present year with which we are concerned in business. 
That which is past is useful only for comparison and perspective. 
That which is to come is a matter for planning. You make 
money on what you do today. The only way to discover what 
you are doing today is through a cost system. 

Why Exact Costs Are Needed. The proper cost system 
is not merely a revelation of profits from day to day. Anyone 
who uses it only to ascertain profits, is getting but a fraction of 
the real return. Cost is at the bottom of every industrial improve- 
ment. The revelation of cost is a guide to better as well as to 
more profitable business — a guide to better selling or to better 
manufacturing. The real cost accounting will show where are 
the weak spots and therefore where betterments may be made. 

Costs are not merely for the manufacturer — as is too often 
supposed. He has his cost problems and they are peculiar — 
in some cases intricate — ^but so also has the retidl dealer and the 
professional man; in fact, every person who engages in a gainful 
occupation must know how and why a gain is had. Conversely, 
if the enterprise which was supposed to residt in a gain, unfor- 
tunately results in a loss, the loss must be localized in order that 
some corrective measures may be employed. It cannot be local- 
ized unless by a cost accounting system which shows up in detail 
the weakness and the strength. 

Cost figures in any single year are of only partial value. 
They show what is happening; but, in order to be most useful, 
these figures should be brought into comparison with those of 
other periods. In costs, as with practically eveiy other business 
operation, it is the relations which teach and not the isolated 
accoiints. The cost system need not be elaborate. 

Good Systems Are Not Complicated. The idea is cur- 
rent that the obtaining of cost is a difficult and hazardous 
affair with the residt at the best a gamble. There is the classical 
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instance of the company which instaUed, at enormous outlay 
and under most expert guidance, a plan by which eveiy item of 
expense was recorded and distributed. This company had been 
prosperous. It began to decline; finally it readied the point 
where the stockholders demanded executive changes. The 
new officers, as a first step, threw out the elaborate series of 
reports and tabulations to^gether with the 40 or more clerks 
who had been compiling them; they brought in a simplified 
system adapted to the needs of the company. Then it was 
discovered that the company had been making money from 
manufacture, but the cost system had been so ill-conceived and 
so complex ^that profits had been absorbed in their recording. 
This illustration gives an excellent type of everything that a 
cost system should not be and it convejrs a warning of the dangers 
which may be encountered. A system is not to be judged by 
its elaboration. Any system is good which gives the essential 
facts with a minimum of labor, and conversely, any system is 
bad which gives the facts with an undue amount of labor. 

No One System. I have spoken of a cost system. There 
is no "system." There are no two factories, there are no two stores, 
in which exactly the same cost methods can profitably be used. 
A system is more or less like a garment. You may buy it ready 
made and possibly with some alterations it may fit you if you 
have a moderately standard figure; but if you have a peculiar 
figure, no amount of pulling and cutting will produce a suit 
that will convey the impression that the maker had even heard 
of you, much less measm^ you. 

Further, the cost garment must not only fit the figure of the 
wearer, but it must suit his coloring and (insofar as his tastes 
are reasonable) his tastes. To this extent I agree with the 
familiar plaint: ''Yes, that is a good scheme, but it would not 
do in my business; my business is peculiar.^' 

Each business has its individual characteristics; there may be 
greater differences between two factories producing men's 
hosiery than between one which makes pins and another which 
constructs battleships. 

From that which I have said it might be taken that I am 
bent on discouraging the adoption of cost systems. I am intent 
on discouraging the ixistallation of any cost system which is 
not suitable to the business, for I know absolutely that disorder 
will follow. This statement is based on extended experience. 
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But if costing procedure must be adjusted with such delicacy, 
is it worth while to venture the operation? And can methods 
be foimd which will fit *'my business''? 

The Right System Can Be Had. Every concern, however 
extraordinary its dealings, can and should have a method of 
accurately finding costs. There is always some way of finding 
exact, or practically exact costs, and that way need not be imduly 
expensive or bothersome. Perhaps slight changes will be 
necessary in the conduct of affairs, but these will be changes 
for the better and which should have been made in any event. 
The expense will never be material unless the method adopted 
is too elaborate and seeks to trail eveiy fraction of a penny 
to its lair. 

In a small business the work of cost accoimting can easily 
be added to the duties of the present office force, although it 
would be better to rearrange their work so that one clerk ex- 
clusively handles the cost; a business must be very large indeed 
to require the services of more than a couple of clerks in the 
cost department. And if the volume is so great as to entail a 
considerable increase in the clerical force, then the savings will 
be correspondingly great. 

Once an executive decides to adopt cost finding, he should 
proceed cautiously both in the selection of the system and in 
its installation. And on these important points no exact and 
scientific rule can be given. The very nature of the subject 
matter precludes rules; the guide must be common sense. As 
was said of accoimtancy proper, an imwelcome or misunderstood 
change in methods cannot be successful; the man who ''installs" 
a new system, complete and far-reaching, will shortly join 
those who think that cost finding is impossible. The human 
factor must be ever in mind in business changes, unless the 
breaking up of the organization is of no moment. 

If the system gives the true results, it is right; if it gives 
untrue results, it is wrong. The whole matter is empirical; one 
must select the elements which seem to suit the case. If they 
do not suit, then a change should be made and after that another 
change — ^until something which does the work well is obtained. 
When that which seems right has been foimd, it should be care* 
fully watched to see that it stays right. 

Costs As an Aid to Business. Cost accounting, as all 
accounting, is to be considered as an aid to better business and 
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not as a buBmees in itself. Accurate tabulated costs will point 
the way to improvement, but they will not make the improve- 
ment. They are not an end— merely a means to an end. This 
seems ridiculously trite, but I have f o\md no end of companies 
which, after the installation of first-class and expensive systems, 
have sat back and expected the inanimate records to undertake 
the executive control. Possibly cost accoimtants have had a 
little to do with this idea because, in the first enthusiasm, not 
a few of them were so carried away by the scientific possibil- 
ities that they quite forgot aU about the human factor. 

You cannot make money out of any cost system ever devised; 
but a cost cfystem will show you how to make money. It will 
point out to you, if you look at it intelligently, where you can 
make improvements, and it is then clearly up to you to look 
about to find what are the most approved methods which may 
be utilized. If one does not know what he is doing, he will 
not be much interested in what others are doing better than he. 

Choosing the Right Sjrstem* In the space which is here 
at command it will not be feasible to go f lurther than the elements 
of cost accounting, with such examples from experience as 
seem to illustrate the specific application of these elements. 
From them it should be possible to adapt such features as will 
apply in any special case. 

Do not take any method in entirety. The manufacturer 
may have problems which will be helped out by a study of retail 
methods, the man selling services may learn from both. And 
again it may be desirable to have more than one method in a 
single establishment — di£ferent departments may require differ^ 
ent methods. The man who takes but one system, half masters 
it, and then tries to adjust his business to it, will fail. He should 
know as much as possible about various installations and from 
them he can find ways to simplify or to make more accurate 
his own adaptations. 

The first requisite in cost finding is to know what you have 
on hand and then to keep track of each article or commodity 
as it leaves your place, or as it travels from department to 
department. Govermng the capital accounts, stockkeeping, 
and stocktaking, have all been given in detail in the forgoing 
chapters* The practices there explained and the forms shown 
were all designed to make part of a cost system. It will therefore 
be assumed that the reader is familiar with the raters of 
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plant and equipment and the inventory records and requisition 
f onus. Floor plans showing all the details of your establishment 
should also be in hand; on them the machinery, fixtures, or 
selling departments should be located with numei^ or symbols 
to indicate each piece or section. 

Fundamentals of Cost. Your business is divided into at 
least two of three general divisions — ^materials, labor, and 
expense. In some lines of manufacturing the material item is 
very small, while the labor and expense are very great. In 
merchandising, usually the material makes up the highest cost 
item, while the labor, as compared with the volume of business, 
is comparatively small. A professional company has only 
labor and expense. But no matter what the combinations, 
two of the three elements are present. It ia the purpose of cost 
accounting to show accurately the proportions of these elements 
in the price of that which ia sold— whether that which is sold 
is a commodity or a service. 

Material. ''Material'' in cost accountancy ia that which 
actually goes into a product and which can be traced to, or seen 
in the ultimate finished article. Take a desk. The materials 
are wood, veneer, hardware, stain, and so forth. Other materials 
have been used in the production, such as sandpaper and oil, 
but these cannot be traced directly; they are classed as ''supplies '' 
and included in the ''manufacturing expense." The same 
principles apply in the merchandising of finished products, 
although the peculiar points there arising will be taken up in a 
separate chapter. 

Labor. "Labor," like "material," has its own divisions — 
(1) that which is direct and "productive" and (2) that which is 
indirect and often misnamed "non-productive." The man 
who cuts the wood for the desk, the planer, the cabinet maker, 
the rubber-down, the vamisher, perform services which may 
accurately be charged to an article; but it is not possible so to 
charge the time of the receiving clerk, or of the general foreman 
or superintendent, although it is often possible to charge the time 
of a "working" foreman. Therefore the items of labor which 
caimot go against a particular article, shift over into "manu- 
facturing expense." 

The charging of materials and labor to specific articles 
affords no great difficulty in most cases, for most of the items 
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are plamly traceable. It is with ^'manufacturing expense/' the 
expense dt doing business— the ''overhead'' — ^that the trouble 
comes, and here it is that the cost system makes good or falls 
down« The expense is not only hard to apportion, but it is often 
the big cost; it will run from a fraction of the cost of the material 
and labor to ntiany times their value. 

Expense. The indirect expenses, ''oveiliead" or ''burden," 
are all of the expenses other than those included in direct labor 
andmateriaL Among them are the capital charges, depreciation, 
rent, heat, light, power, administration, selling, advertising — 
in ^ort all of those charges which contribute either to the 
manufacture or to the sale of an article, but which cannot be 
pointed out in the finished article itself. 

Apportioning the Expense. It is not difficult to discover 
these charges, but it is difficult properly to apportion them. 

Why not take the total of all such charges, divide it by the 
number of articles produced or sold, and thus gain the overhead 
per article? 

The result would not be the actual overhead per article, for 
each article does not absorb the same amoimt of charge. The 
figures would only be misleading; some articles would be over- 
loaded and others have less than a full share. Hence some goods 
would be sold too cheaply and others at too hi^ a price. 

The same objection blocks any division of overhead on the 
basis of the cost of material; a gold ring does not take manu« 
f acturing expense against a silver ring in the ratio of the value of 
gold to silver. 

There are no rough and ready distributions of expense. It 
is not possible here even to indicate them without trespassing 
on the later parts of this volume given to that particular subject. 

Cost is not at all an accountancy matter. The statement of 
operation d^cribed in the preceding chapter will give you the 
total cost of operating for the preceding jrear. It has been the 
practice of many merchants and manufacttu'ers to take their 
expense burden of the previous year as a basis for their operations 
in the succeeding year. That is the only figure which they can 
take if th^ rely upon accountancy proper for their r^ults. 

Costs from the Statement of Operation* What it cost to 
do business last year is not a guaranty of cost for this year. 
Such an assumption courts disaster. 
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Again, manufacturing expense, which is calctdated from the 
statement of operation, is not in such specific detail as to form a 
basis for accurate departmental analysis. It must be remembered 
that ascertaining profits is only one part of a cost cfystenu The 
even more important side is the bettering of manufacturing 
and selling methods. Business is built up by selling a better 
article thim a competitor. The article may be higher in price 
but so much better in quality that it is ultimately cheaper; or it 
may be of the same quaUty as a competitor's but lower in price. 
If the price be lowered merely to get business, bankruptcy may 
be ah^, but if it be lowered on an intelligent and discrimin- 
ating basis of costs, then sound business is furthered. 

Using Cost Figures. The average manufacturer seldom 
hesitates to cut his prices to suit those of a competitor. Without 
a cost i^stem he does not know that the other man may be 
selling below cost or that he may have some peculiar local 
advantage which gives him a profit where others would have 
a loss. The manufactiu'er who (without knowing costs) imagines 
that he can make anything as cheaply as any competitor is 
likely to be brought to a different notion by his creditors. 

U you have an accurate cost system and a red balance appears 
denoting a loss on certain lines, drastic executive action is im- 
perative and it may take any one of three directions: (1) 
manufactming more efficiently, or (2) if such is impossible, 
increasmg the price of the article, or (3) stopping the man* 
factiu*e of the article entirely, or taking orders for it only in con- 
junction with more profitable merchandise. 

Take the following two instances of how cost accoimtancy 
makes for profits — ^they are only two from many thousands. 

After a few months' study of his problem, we were compelled 
to tdl a large eastern manufactm-er that unless better prices 
were had, oidy a slight margin of profit could be seciured on a 
group of articles, representing 60% of his total business. 

To convince him of the correctness of the contention, we 
analyzed, in the minutest detail, eveiy element of cost, showed 
him where improvements could be made, and how much such 
improvements would reduce the cost of manufacture. 

In our analysis, we were able to show seven items that yielded 
excellent margins of profit. Four of these had never been pushed 
because preference had always been given to the leaders— which 
were unprofitable. 
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That was four years ago. Last June an audit showed that 
the profitable lines had more than supplanted in volume the 
unprofitable ones, and as a result the per cent of net profit was 
exactly four times as great as in 1911, though the volimie of 
business differed slightly. 

Then there is the case of B whose sales manager insisted 
that the factory make everjrthing for which orders could be 
secured; the catalog resembled that of a mail-order house. 

After accurate costs had been procured, we convinced the 
general manager and the sales manager that much of the business 
was unprofitable. We showed that the setting-up time of small 
lots in the press room, which had previously been absorbed in a 
non-productive labor charge, often amounted to three times the 
actual operation performance time. 

We also showed that, consequently, the inactivity of their 
expensive presses was very high because they remained idle 
while the dies were being set, and that, as a result, the cost 
per active hour was astounding. 

We analyzed their tool investment for numerous items and 
showed that the sales per dollar of fixed investment were small; 
that small lot manufacturing demanded excessive clerical and 
non-productive help, and that many other manufacturing 
difficulties resulted. 

Shortly thereafter eveiy item in the line was analyzed from 
the viewpoints of past i)erformance and future possibilities. 
The line was reduced; 350 articles were omitted. In addition, 
after many items a notation appeared to the effect that the price 
was dependent on the size of the order and that no order would 
be accepted below fixed minimum quantities. 

That company is now making more money than ever in its 
previous history. 

A increased his profits by gradually withdrawing from 
a line limited in its earning abiUty, while B's success came when 
he ceased doing a specialty business on lines that were not 
selling at specialty prices. 

I have been speaking of cost accoimtancy only in general 
terms. In the following chapters will be taken up costs as 
related to manufacturing and selling, costs in the sale of services 
and costs in merchandising. Then we shall show how the ordi- 
nary books of account are used to check up the results obtained 
by the system^ — to indicate how all of the divisions of a business 
which is properly accoimted dovetail together. 
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CHAPTER XVI 

KEEPING A RECORD OF THE COST 
OF MATERIALS 

THE charging of materials is, in general) the easiest portion 
of cost accoimting and one where few can go wrong. The 
terms denoting the two divisions into which materials are 
divided for accounting purposes are (1) materials and (2) sup- 
plies. The materials are that which can be seen in the finished 
article or which can be traced definitely into it, while the sup- 
plies correspond to the indirect labor — ^they are in the article 
but not in a precisely measurable degree. Therefore," supplies'* 
charge into the department overhead. 

In the chapter on purchasing (Chapter V) the fashions of 
stockkeeping and requisitions were described. Some such sys- 
tems are essential in cost accounting. 

The materials are charged directly from their requisition sheets 
to the cost sheet of the article or group which is going through 
the factory. The supplies requisitions follow the same course, 
but they are charged into the department overhead and reach 
the cost sheet in the distribution of that overhead. 

It is of the utmost importance that materials and supplies 
be kept in separate records and it is equally important that the 
supplies be closely checked, for they are vague factors in which 
much waste may occxu*. A constaiit endeavor should be made 
to bring the supplies aroimd to a material charge and some of 
the methods will be given later in this chapter. 

When a job is undertaken, a cost sheet ia made out with the 
name of the article to be constructed or of the lot, if the work 
goes through hi lots. These cost sheets collect the entire costs 
of the job as it progresses and the further entries of labor and 
expense are discussed hi the chapters immediately following. 
Here we are concerned only with the charge for materials and 
supplies. The cost sheets are kept in the office and ordinarily 
do not follow the work through the shops. They may be sup- 
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ported by subsidiary records but, insofar as the material is 
concerned, I think that all large entries may be accurately taken 
from the requisitions and data of the purchasing department. 
The entries are made at the inventory values. 

The shop gets certain material on reqtiisition from the stock 
room. The requisition contains the job number and it passes 
from the stockkeeper to the cost dq>artment where the items are 
entered against the job. 

This is the easiest method of keeping track of material and 
no more involved method produces any better results. 

Forms of Cost Sheets. Form 74 is designed for an arti- 
cle which goes through a number of departments in the course 
of fabrication, with various manufacturing expense and other 
charges in eadi department. 

Form 75, in addition to the above, has spaces which show the 
hours so that the manufacturing expense may be distributed on 
the productive hoiu* basis. 

Form 76 is designed for a textile factory in which the product 
undergoes a considerable amoimt of shrinkage. Here the weidit 
of the raw material is ascertained at the b^inning and the lot 
is weighed at the end of each process to find the waste from 
shrinkage. The form is adaptable to any manufacturing in 
which the waste credits are important. 

Form 77 is for a press work shop, such as a boiler shop or 
a concern making automobile springs, or for any concern where 
the steps in fabrication are definite. 

Form 78 is for an article in which the labor operations are 
simple and which does not go into any considerable nimiber of 
departments. The form shown has been used for some years in 
a glove factory. 

It is alwajrs possible, but not always practical to trace every 
element oif a product through the material. The cost of finding 
the amouQt of material used may run into figures comparable 
with the worth of the material itself. Therefore iise common 
sense; do not run down each item as such — although the capa- 
bility of ntiaking an intense pursuit should be present to be used 
when exact costs are needed as standards. 

The proper course is to charge the amount of material accord- 
ing to the specifications — ^we know what should go into the job 
— and then keep tally on the waste. This is possibly a negative 
method, but it is practical and accurate in many cases. 
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Take the construction of a boHer. It would be both expen- 
sive and useless to weigh the big boiler sheets. One knows how 
much metal should go mto a boiler. The sheets are of a certain 
thickness and more than the standard number cannot be used. 
The sole point is to figure the waste. We know the price of 
the sheets; we know the waste; the result is the material cost. 

But a caution must be given against accepting the standard 
weights as always the actual weights. Not infrequently the 
costs of individual articles are figured on the basis of the stand- 
ard weights and the differences between these weights and the 
actual are neglected. Take this case from an iron foundry: 

Total metal cost $10,500 

Total pounds of good castings made— actual 1,500,000 

Metal cost per 100 pounds ^kmI castinge— actual S0.70 

Total pounds good castings made— standard 1,425,000 

Overmight 76,000 

Value not accounted for in costs (75,000 lbs. at $0.70) $525 
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The co6t per 100 pounds of good castings is figured from the 
actual weight, while the cost of an individual article is computed 
from the standard weight. This results in the exclusion of the 
value of the overweights from the costs. The above considers 
only the material value, but there is generally a similar omis- 
sion in computing the melting cost and other operations that 
are figured on a weight basis, such as cleaning and grinding. 
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Handling Losses or Wastes. Another example of the same 
kind of error is the neglect of material and processing cost on 
articles that are spoiled, lost, or that otherwise disappear in 
process. For instance, enou^ material may be issued to pro- 
duce 100 of a given article. The earlier operations may be per- 
formed and the 100 remain intact up to some point where a 
nmnber are spoiled. In very many cases costs will be figured 
just as though the original 100 were completed and were avail- 
able for sale. For instance: 
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Value of material origbaUy iasued for 100 pieces (10 cents per piece) . . . .110.00 
Labor and expense cost of 100 pieces up to the point where 5 pieces are 
spoiled (15 cents per piece) 15.00 

Total cost up to point of spoilage S25.00 

Additional labor and expense for completing 95 pieces (2 cents per piece) 1.90 

Total gross cost of 95 completed <26.90 

Less scrap value of 5 pieces spoiled (2 cents per piece) .10 

Additional labor and expense for completing 95 pieces (2 cents per piece) . S 1.90 

Total net cost of 95 pieces 26.80 

Net cost per piece 28.2 cents 
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Very frequently the cost of such an article is actually com- 
puted by adding together the three figiu*es for material and 
manufacturing costs per piece (10 cents, 15 cents, and 2 cents) 
to give a total cost of 27 cents. This results in a figure more 
than 4% less than the actual cost. 

Or take it from a different field. The higher grades of cer- 
tain fruits, such as olives, are packed in fancy bottles. These 
elaborate bottles are more fragile than the ordinary bottles and 
quite a number of them break while being filled. The bottle is, 
of coiu-se, quite as much a part of the fiidiahed product as is the 
olive itself, because they are sold together. It would be unfair 
to charge the bottle breakage over everything which the factory 
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produced. The procedure is to charge broken bottles as waste 
agamst good bottles and thus arrive at the actual cost. This 
cost is somewhat higher than the original cost price. 

The setting of standards and the giving of a bonus which 
increases as the waste decreases will work wonders for escact 
costs and also may often be used to take that which could other- 
wise be classed only as '^supplies" into the cat^ory of directly 
chargeable material. 

A ''standatrd" is arrived at by discovering exactly how much 
material should be used and then allowing a percentage for 
absolutely xmavoidable waste. The resulting figure is the 
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''standard." One does not get a standard by merely measuring 
or weighing a certain number of the products, already made, 
for in some of those the amoimt of material may be excessive 
and thus the result instead of avoiding future waste would only 
extend bad practices of the past into the future. One foundry 
lost $20,000 a year through adopting a standard weight from a 
group of castings all of which were grossly overweight. 
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The standard may relate to the use of material or to break- 
age. The bonus should be planned to reward speed but also to 
penalize imperfect work to such an extent that only the operative 
who is both fast and careful can have the reward. Tlierefore 
one fixes ratios of imperfect to perfect work and of total waste 
to perfect production. This double-barreled sjrstem guards 
against both kinds of waste — the waste of "seconds" and com- 
plete waste or spoilage. 

Standardizing to Prevent Waste. Take the cutting of cloth: 
We have watched the cutting and piling of countless garments 



FMALCOST 

COMTRACT NO. DESCRIPTION 


Part Name, Drawing Numbw or Symbol Material 


UbOTMKl 

Expense 


















. 




r^ 













Telil Labor mkI Expenee 




$ 




Telil Material 




$ 




Total Factory Coet 




$ 




Sold® 


$ 






% Selling Expenee 


$ 






Net Selling Price 




$ 




Profit or Loes 








Form 78 1 









and almost without exception we find the cutter moved by a 
spirit of generosity. He leaves a margin of safety for the un- 
Imown future customer. Or the cloth may be wrinkled and not 
sufficiently smoothed before cutting. Either way the average 
excess will run from one eighth to one half an inch per garment. 
I have seen it run far in excess of one half inch. 
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No useful piupose is served. If a shirt is cut to a pattern 
assumed to be coitect in size, the added length is useless. 

But from the manufacturer's standpoint a difference of one 
quarter of an inch per shirt is a momentous matter. Consider 
SOO^OOO to 1,000,000 garments per year; 125,000 to 250,000 
inches of knit cloth per year wasted. Multiply that by the 
average cost of the cloth. 

This waste has been minimized by the installation of a bonus 
to the cutter based on the quantity of cloth used against the 
standard that should be used. 

For many years manufacturers have charged the same price 
for clothing, regardless of the size, except for the break between 
misses' and women's sizes and between boys' and men's. The 
same has been true of shoes. It is self-evident that the larger 
sizes must take more cloth than the smaller and hence must 
cost more to make; the argument has been that the whole thing 
averages up in the end. It averages only if the sales happen to 
fit the sizes. With shrewd buyers the sales do not fit the sizes; 
the manufacturer with exact costs will charge somewhat less for 
the small sizes than does the man without costs; also he will 
charge a higher than the flat price for the big sizes. The expert 
buyer takes the little sizes from the cost man and the big ones 
from the flat price. Thus the biggest trade of the man without 
costs will be in the goods upon which he either makes no profit 
or has a loss. I recall a case of a knit-goods manufacturer who 
sold at a flat price; his profit per dozen on size 36 was 25 cents, 
on 38 it was 7 cents and on size 40 the loss was 10 cents. Exact 
costs either prevent flat prices or insist on selling lots assorted 
so that a profit will be made on the whole. 

Plans That Reduce Waste. Take a similar case in a h^t fac- 
tory. Each girl, whose task it was to encircle the hat with a ribbon 
and prepare a bow, was given a roll of ribbon from which she 
drew the amount required. Almost invariably, when cutting off 
the length, a quarter or a half inch or even more of additional 
ribbon was cut off as a margin of safety, it being admittedly 
difficult to judge the precise amount required until the ribbon 
was "tacked" on, particularly as it was necessary to cut the 
ribbon before fastening it on the hat. 

A method was devised by which the operator sewing on the 
bands and bows was supplied with ribbon cut to length; a pro- 
ceeding that saved the operators considerable time. As the 
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storekeeper supplying the ribbon was furnished with gages of 
the precise lengths required, she was able easily to cut the rib- 
bon to the desired sizes without a bit of waste. 

At the end of the year it was found that the cost of the rib- 
bon used upon hats corresponding in number with the quantity 
completed in the previous year had been reduced by about 1800 
which may well be considered a worth-while saving. 

Sandpaper is a common commodity and is used in many 
plants. To a workman, particularly one on a wage incentive 
basis, it is easier to employ fresh paper and toss it aside without 
entirely wearing out the sanded surface, than it is completely 
to use the paper. In some factories where a huge amoimt of 
sandpaper is required, this imused proportion can amount to a 
very consequential figure. The loss can be reduced in several 
ways, of which the following are three: 

Cut the sandpaper so that all of the paper in hand will be 
appUed to the surface to be sanded, thereby eliminating the 
generally imused outer margin. 

If the work is sufficiently uniform to enable the amount of 
paper that should be used to be estimated with f ah* accmracy, 
supply paper to the extent required, offering a boniis of a part 
of the value of the paper saved. 

If a piece rate exists, charge against the workman the sand- 
paper given him and allow in the piece rate sufficient to com- 
pensate him. He will not use sandpaper after it has lost its 
working value, for that would decrease his piece-work earnings; 
nor will he throw the paper away needlessly, for he will regard 
it as his own and appreciate its cost. 

Silk thread in a sewing room is always a source of loss. In 
most cases women operatives are employed and silk thread can 
always be used in the home, so that despite checking precautions, 
coimtless spools of silk find their way out of the factory. More- 
over, inspection of garments, gloves, and so on, almost invaria- 
bly reveals long ends at the finish of a hem or seam, these fre- 
quently exceeding in length the thread actually used in the 
stitches. Such ends are later cUpped by inspectors or finishers 
and prove to be practically an entire loss. 

To avert this loss, as in the sandpaper, the silk can be charged 
to the employee and the rate paid made to cover that properly 
used. This has the effect of rendering cautious the user of the 
silk and making thievery objectless. 
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In large printixig establishments the ink is dipped out of cans 
and applied to the ink plate of the presses. This '^ dipping" 
process almost invariably leaves a fraction of the ink, which is 
of a heavy consistency, in the can around the sides and on the 
bottom. The cans can be soaked in a solution, which in turn 
is poured into a concentrating tub or larger can. When the ink 
has settled to the bottom the solution can be poured off and the 
ink used. 

Solder has become very costly, yet its use continues in can- 
ning factories and many other places such as in the making of 
railroad lanterns, some kitchen utensils, and so forth. Ordi- 
narily an enormous amoimt is wasted by reckless ''slobbering." 
Tests have shown this waste to run over 150%. It is possible 
to standardize the amoxmt to be used and pay the workmen a 
bonus to prevent waste. There have been instances of a saving 
of from $400 to $500 to a man in a year. 

The amoimt of copper or brass wire used in electrifying lamps, 
and many other items, can be lessened by careful cutting to 
size by one person assigned to the task and who is offered a bonus 
for quantity saved, instead of following the common practice of 
having each operative snip from a bolt or reel the amount desired. 

The above, more or less random examples, should serve to 
show the possibilities which exist in the way of standardization 
to prevent waste. 

Charging Scrap. A certain amoimt of scrap is inevitable 
in many operations. Whether this is to be considered as waste 
and the scrap value charged into the overhead expense, or whether 
the scrap shoiild be credited against the cost of the article, de- 
pends upon circumstances. 

Waste shoiild always be localized unless it is of such slight 
value that it will cost more to localize it than to disregard it. 
For instance, if an iron casting which weighs four poimds is 
reduced to three poimds in the process of machining, there must 
be one poimd of waste. But this poimd of cutting has scarcely 
any value. In fact it scarcely pays for the trouble of sweeping 
it up and taking it away. Therefore we carry through on the 
cost sheet the original weight of the casting as four poimds, for 
that is really the amoimt of material which went into it. The 
waste is then credited to overhead account because the cost of 
removing it is an overhead expense and it should help pay the 
cost of getting it out of the place. 
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If, however, that casting had been made of brass, or some 
other expensive metal, the waste woidd have considerable value. 
If the value of the brass waste were not deducted, the owner 
would have a cost for his finished casting which would be con- 
siderably above its actual cost. He wo\ild lose business because 
he did not know the real margin of profit. 

Many otherwise good cost sjrstems fail because of an incorrect 
absorption of the scrap or waste. Scrap presents one of the 
most difficiilt and elusive of problems. 

In formulating a plan for the gathering of scrap data and 
determining a me^od for the distribution of losses, the following 
points should be considered: 

1. Margin of loss existing between the pxuxshase price as 
good raw material and its value when sold as scrap or again used 
in some other product. 

2. Quantity of scrap produced. 

3. The proportion of scrap foimd necessary to perform an 
operation, without spoilage being a factor, as instanced in press 
work, in the blanking, piercing, and trinuning operations. 

4. The amoimt of work spoiled due to carelessness on the 
part of the operator, defects in the material, and so on. 

5. Possibility of reuse as illustrated in foimdry work, yam 
spinning, the manufacture of candy, paper, and the like. 

6. The amoimt of labor and expense lost on spoiled work. 

7. The plan of collecting costs. 

8. The difficulty in determining accurately the scrap 
produced. 

There are a number of factors that must be considered before 
deciding on a definite program. One, not mentioned above, 
but deserving special attention, is the thorough study of the 
product and processes. 

There are three generally accepted methods of distributing 
the scrap loss. 

The first method is to make the charge direct to the part or 
the article. Such a procedure should invariably be adopted 
where the loss is a heavy one. The fabrication of sheet brass, 
copper, and aluminum into finished articles is an illustration. 
The per poimd loss on copper, when sold as scrap, for example, 
varies from 3 cents to 9 cents a pound, depending on the amount 
of extras, such as rolling mill charges, freight, special widths. 
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gages, finisheSy and so forth. The exact amount of scrap miist 
be known and absorbed by each part or article. It is often 
desirable to detail such losses by operations. 

A second method is where costs are procured by lots or 
orders, as, for example, in the spinning of cotton, woolen or 
worsted yams, in the manufacture of paper, food products, 
candy, and allied industries. The good units produced moat 
bear all of the scrap losses entailed. 

A third method is sometimes employed, where the value of 
the scrap produced is smalL This is true in the manufacture of 
sheet steel and tin plate products and certain woodworking 
indiistries. Where thLs method is applied, the article is charged 
with the gross material used. The scrap credit is effected by 
lessening the manufacturing expense, crediting this account 
with the selling value of the scrap. If a varied line is manu- 
factured, care miist be exercised to distribute the credit only to 
the articles originally charged with the gross material cost. 

It is the exceptional indiistry where the scrap loss is less 
than 2%. Generally it is considerably more; yet it is usually 
glossed over or distributed unfairly on a uniform per cent basis 
resisting in inaccurate, unreliable costs. 

Often Salvaging Pays. The intelligent sale of scrap will 
warrant attention in almost any business. Some of the material 
which goes into the heap may be reclaimed and all the scrap 
will bring a better price if sorted. The returns on salvaging are 
often considerable. 

One of the greatest difficulties in the cost accoimting of 
materials is where, in the process of manufacturing, the identity 
of the original material is lost (as in many laboratory operations) 
or where the finished product comes out in several grades. 

Take the packing of cherries. These may all be bought at 
the same price and are presumably of the same quality. But 
they must be sorted into various sizes and, in the end, the material 
which started as one grade is divided into 10 or 12 different 
grades, each of which may take a different kind of packing and 
each of which commands a different price. 

If we say that because the original commodity had a certain 
price, that the 12 different grades have each the same cost, we 
reach the position that part of our product is being sold at a very 
high profit and another part at a considerable loss. We neglect 
to note, in such reasoning, that the labor on the higher grades is 
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very careful and therefore costs more than on the lower grades. 

Here is the proper method. Suppose we buy 200 pounds of 
the article at $10 per 100 pounds; the cost is $20. This goes out 
as 100 pounds of first-class material that sells at $20 and 100 
pounds of second-class material which sells at $10. The first- 
class material costs $3 for labor and expense, which gives a selling 
price less fabricating cost, of $17. The second grade costs $2 
for labor and expense, or a net selling price, less fabricating cost, 
of $8. How shoiild the material costs be distributed? The net 
selling price of the higher grade is 2^ times as great as that of 
the second, therefore it takes 2^ times as much of the raw 
material cost. 

The same principle of calculation goes through the deter- 
mining of the cost of all food products; in fact, of any product 
which turns out in several grades. That which might be con- 
sidered as a loss on the inferior product is shifted over to the 
better product, so that each will bear only its proper proportion. 
It is true that the material cost for each was superficially the 
same, but it is not true that the final cost of the material is 
identical. That original commodity has resolved itself into dif- 
ferent grades. Ostensibly we had purchased but one kind of 
cherries; as a matter of fact, we bought merely a bulk amoimt 
and then, later, discovered exactly what we were buying. 

Through the many different examples which I have cited, 
it might seem that material cost was not so ingenuous as I first 
stated. But the principles are all very clear, and the applica- 
tions, reduced to these elements, are simple enough. I have 
given no fixed principles, but examples instead — only to prevent 
the reader from imagining that one method might fit all cases. 
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HOW TO FIGURE THE COST OF LABOR 

IABOR falls into two divisions — ^the direct or productive 
J labor, and the indirect or non-productive labor, on exactly 
-^ the same theory as in the division of material and supplies. 
The direct labor is a charge against the job, while the indirect 
goes to the departmental overhead. For the same reasons that 
governed the disposition of noiaterial, the constant effort of a 
cost accountant is to regulate the indirect labor, so that it may be 
put upon a speoific job instead of being averaged. Always— it 
cannot be too often pointed out — ^the effort in cost accounting 
is to charge directly, and to leave as few items as possible to 
apportionment. 

The mere cost accoxmting of labor does not involve even the 
few difficulties that attend the recording of materiaL The purely 
mechanical ade of the payment of labo]>— the making up of tibe 
payroll, the manner of payment, and the like— have already 
been taken up in Chapter VI, and the methods there given should 
be read in connection with tiiis chapter. The basis on which to 
pay operatives — a day rate, an hour rate, by piece work, or by 
a combination — the matter of bonus, profit sharing, and the like, 
and the selection of the best plan for your own particular needs 
are immense subjects in themselves. Getting the best out of 
labor is no part of cost accounting, but the comparisons which 
inevitably flow from the adoption of a cost sjnstem will shortly 
direct executive attention to labor. I do not know of a single 
cost installation which co\ild not eventually put the men on 
some kind of an incentive basis; that is, put the n[ien in a position 
where extra effort, either in the way of care, or of increased 
production, or both, is rewarded by additional payment to the 
mutual advantage of the employers as well as to the men. 

Paying Productive and Non-Productive Labor. The 
common arrangement is to have an incentive plan of payment 
for productive labor and charge the non-productive labor at 

232 
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hour or day rates. I cannot suggest any particular plan which 
will always apply under all conditions and to every grade of 
employee. There is no such plan, and I doubt if any factory 
will find it advantageoiis to maintain a imif orm system through- 
out its whole plant. Some incentive is always beneficial in 
productive labor, but piece work is by no means the only way 
out. The balance between care and speed is a nice one; and, as I 
have shown in Chapter XVI, the end of the manufacturer is to 
attain a maximum production of first-class commodities, and 
not merely a maximum production. 

The right plan can always be found and it is worth seeking 
far and wide. Do not merely ''guess'' that your plan is all 
right. Know. And, if you have piece rates, know that they are 
equitable. Piece work is somewhat worse than useless tmless 
the rates are carefully set. If the unit pay is too low, the 
employee becomes dissatisfied; if it is too high, yoxu* employees 
will quickly find that fact, and instead of exerting themselves to 
gain the highest possible wages, will devote considerably more 
attention to trying to "get away'* with the high rate. I think 
that at least 90% of the rates in the United States are inequitable 
either to the employer or to the employee, and often to both. 

Take a glaring instance from a large plant which I investi- 
gated not long since. The employees of this and several asso- 
ciated plants mmibered over 3,000, the majority being imskilled 
help, both men and women. 

We made a careful time study of a number of representative 
operations among employees of an equal grade. We foimd what 
each could turn out if 100% efficient. We miiltiplied their 
possible output by the piece-work rate. 

This is what each could earn: 

WOMEN 
Rate per 1,000 Pieces per day Possible earning 

A $0.13 

B .13 

C 33 

D 43 

E 43 

F 1.33 

G 3.00 

H 1.67 

1 4.67 

J .30 



13,600 


11.75 


11,570 


1.50 


2,700 


.89 


2,314 


1.00 


3,115 


1.35 


1,723 


2.30 


1,409 


4.23 


406 


.68 


315 


1.48 


6,786 


1.72 
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MEN 
Hate per 1,000 Pieces per day Possible earning 

A tlJ25 2,000 $2^ 

B 2.00 1,266 2.61 

C 40 1614 .61 

D 60 8,100 4.06 

E 26H 10,126 2.68 

F 46 8,100 3.73 

G .46 9,630 4.38 

H 23 11,670 2.66 

Such rates as ^these are hopelessly unfair and can result 
only in general condemnation of all piece-work plans. Here 
exactly the same output of time and skill might bring a man 
anywhere from 61 cents to $4.38 a day, with a similar range for 
women, except that the lowest rate for women was higher than 
the lowest rate for men! 

No one had ever thought to check up the rates. They had 
been arbitrarily set and then forgotten. The foreman is supposed 
to know the rate basis. But how often does he know? I find 
that foremen generally set rates simply on the performance <^ 
the best operator and without a thought of the actual motions 
involved. 

Proper rates are to be had only after a time study to determine 
the possible output with a liberal allowance for personal 
necessities. Treating a man solely as a machine results in a 
poor machine. 

Charging Direct Labor. Whatever basis of payment be 
adopted, the direct labor charge goes to the operation. If piece 
work is in vogue, the amount to charge for labor is automatically 
fixed by the rate. Otherwise the time must actually be entered; 
there are na^ny excellent methods of arriving at this end. 

I do not as a rule favor any plan which provides a separate 
tag for each job, and on which tag the labor is enteied, either 
by the men tJiemselves or by the timekeeper or f or^nan, when 
the operation is finished. The place for the cost summary card 
is the office. 

A form of time card which has given splendid results wherever 
used is Form 79. Each card covers but a single job and the form 
is more particularly designed for a shop in which the lots are 
of fair size, so that not more than one or two cards will be needed 
during the day. Of course it is entirely possible to make divisions 
so that several lots may be covered by the same card. But the 
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fonn 18 immaterial; the point is to get something Tdiich meets 
your conditions. The valuable portion of the card shown is the 
division into hours and tenths of hours. When a workman starts 
he puts an X on the starting time and when he finishes he puts 
an O in the proper square. If the workman or the timekeepe. 
were permitted actually to write in the starting and the finishing 
times, accurate timekeeping would never be had. They will 
conc^ the time between jobs. 

One job does not always instantly follow another. There is 
always some waiting time between jobs, and unless this waiting 
time appears in the records, the cost will not be true. The 
waiting time is part of the shop overhead and to charge it to the 
next job is unduly to increase labor and also to blind the 
executives to the time which is being wasted. The blank 
squares between the finish of one job and the start of the next, 
represent the idle hours and are posted to an idle hour card. 
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Keeping Time. In larger establishments and even in 
many small factories, the mechanical timekeepers may be used to 
advantage and they may be operated by a timekeeper or, if the 
number of employees is small, by the foreman. 

In any event the time should be entered when the labor is 
performed. Leaving all the records to the end of the day is 
fatal to accurate costs. If you find your foreman with a bunch 
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of cards in front of him, just after quitting time, guessing that 
Jim spent so many hours on that, and Mike so many hours on 
this, you may take for granted that your cost (system, insofar as 
the labor end is concerned, is only an exercise in mathematics. 

The labor cards go through the departments to the payroll 
clerk who checks up with the time clock and makes the necessary 
records for the payrolL Then the cards pass to the cost depart- 
ment and are entered on the proper cost sheets and filed as 
subsidiary records to these sheets. 

A convenient wrinkle in translating the men's time into 
dollars is given in Form 80. The tables are of celliiloid or other 
transparent material, one being provided for each rate, and are 
arranged on the principle of the slide rule to quicken the cal- 
culations and to minimize error. 
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A useful check on the efficiency of the labor is the operation 
cost record shown in Form 81. The actual time for each operation 
is here entered by the cost clerk, and the performance in the 
factory compared with the standard times. The standard times, 
of course, have been set by time studies expertly made as already 
described. The relation of the actual to the standard time 
gives the efficiency percentages, and if these percentages are low, 
an investigation is in order. A low percentage of efficiency may 
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mean that the labor is at fault. I say ''may" because that con- 
clusion should not be jumped at; there may be a dozen other 
reasons for the low recordi any one of which will bear 
investigation. 

The foregoing labor records are part of a cost system which 
revolves around a production unit or a labor dollar. But if the 
machine hour basis is used, then it is the time of the machines 
which is important and the labor is only incident to the running 
of these machines. Form 82 groups the labor and machines 
and also provides for the final machine, costs, spaces being 
provided for the apportioning of the fixed charges — ^power and 
other expense items which the particular machine absorbs. 
The averages of the machine performance, made up at the foot 
of the column, will afford valuable comparisons. 
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The operations of all machines go to a summary as in Form 
83 in which the actual hours used are compared with the avail 
able hours and the percentages are derived. The percentage of 
actual to available hours will often be most siuprising. You 
will probably be at a loss to decide whether you have been sup- 
porting the machine or the machine has been supporting yout 

The summaries and comparisons which cost accounting 
affords on so many different points are an invaluable aid to 
better business and therefore to better profits. 
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Non-Productive Labor. The non-productive labor, not 
being chargeable to a specific job, involves in its recording only 
the starting and finishing time — ^usually the beginning and the 
close of the working day — and the charge to the proper depart- 
ment. If the operatives work continuously for one department, 
a card is scarcely necessary; if, however, they work part of the 
day on an overhead to department A and the remainder of the 
day on an overhead going to department B, then a card should 
be made out in order that departments A and B may each obtain 
the proper share of overhead. 
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Since the indirect labor is not charged directly to a job, it 
is often imagined that wage incentives cannot be used; but, on 
the contrary, they quite often can be used to great advantage. 

Who knows just what he is getting out of the cleaners, and 
shippers and truckers? In most factories this type is from 10% 
to 33% of the whole. Take one shipping and receiving gang. 

Their work was so complex that it had not been considered 
possible to devise a wage incentive. The difficulty arose from the 
numerous sizes of packages and cases in which the finished 
product was shipped, the number and location of the finished 
stock warerooms and shipping platforms, and the variable 
distances which had to be covered by the truckers. 
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There existed approximately 100 different kinds of packages 
to be handled between seven store rooms and nine shipping 
points^ some of the storage rooms being up four floors. As any 
of the finished articles mi^t be stored in any one of the ware- 
rooms and have to be delivered to any of the shipping platforms, 
there were theoretically 6,300 possible combinations for which 
rates had to be set. 

In working out this problem however, it was found that the 
variations in the loading and unloading time of standard truck* 
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loads were small. A very simple table of rates was devised to 
provide for the different distances of travel and the few variations 
in handling time. 

Practically no additional effort was needed to keep the record 
of this group's work for payroll purposes and the net result was 
a reduction in the shipping labor cost of 30%. The number of 
men required after the gang was put on piece work was approxi- 
mately one half that necessary under the day wage pliui, and 
those retained in the crew were figured to earn an average of 
22^ cents an hoiu* on the piece basis as against 18 cents before 
the change was introduced — an increase of 25% in the average 
earnings per man. The company saved about SGyOOO a year on 
its shipping and receiving alone. 

Whatever the task, some way may be found to pay men 
better wages for better work. 

The Problem of Timekeeping. In large factories and even 
in some small factories, the timekeeping problem is a very serious 
one. Owners should not forget that they are paying the full 
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market rate for all of the delays at the door when the men come 
to* work, although the employees are quite cheerful about 
delays which prevent the beginnmgB of a task. On the other hand, 
they are most insistent that nothing shall delay their precipitous 
exit when the whistle blows ; remembering the delay in getting in, 
the men make sure that they will not be kept back in the evening. 
The clock watchers— and they are in the majority— will quit in 
ample time to get a good place in the line leaving the factory. 
Thus the owner loses coming and going; the daily time loss, 
multipUed by the mmaber of working days in the year, makes a 
neat simi of money. 

Making the Pajrroll Talk. The figures which are derived 
from the labor side of the cost system diould preach no end of 
sermons to the man who understands them. The man who knows 
only the amount of his payroll knows nothing of his business. 
I am glad to say that few manufacturers today are quite so 
uninformed as that. The departmental payroll is fairly conmion 
but it also can be improved upon. 

Here is a hint as to possibilities. Start with a departmental 



Department 


Amount paid 


Workers 


A 


S 251.26 


20 


B 


701.02 


89 





387.29 


80 


D 


1^21.14 


138 


B 


527.82 


56 


Total 


13,388.52 
Av«nge wages $12.10 


280 



This arrangement fails to tell where a man is working. 
Employees transfer from department to department and a form 
of this sort makes it simply a matter of judgment on the part of 
the payroll clerk as to where the man should be counted as 
working. To overcome this and to give the information sought 
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$288.61 


$0.34 
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This method gives an easy chance to curb the foreman who is 
always kicking about the difficulty in getting men. A comparison 
with other departments would show the fcJlacy of his argument 
(see department B). 

It is simple enough, after setting up the payroll siunmary, 
to give it an actual living meaning by adopting it as a control of 
the labor costs in connection with production. 

The cost department receives production reports from the 
various departments, but commonly uses them only to determine 
monthly output figures. By gathering the figures from these 
reports each week, one may set up a weekly production record 
like this: 



Department 


Quantity 


Unit 


A 


20,000 


Ibe. 


B 


10,000 


Ibe. 


C 


13,760 


yards 


D 


2,050 


dosen 


E 


2,225 


dozen 


oayroll summ 


arv is then compai 


red with the w 



report, the labor cost per imit in each department will be had. 
Comparing each week with the preceding week will inunediately 
locate any tendency in the labor cost per imit to depart from the 
normal. 

The above method is possible only where a unit can be 
provided, as in textiles or some metal-working factories with a 
single product. If no unit of output can be arranged, then the 
efficiency percentages of the labor may instead be used. Space 
for such ratings is to be found on Forms 36, 37, 38, and 39. 
The standard times are found through time study. 

Cost study of labor leads to efficiency investigation. Once 
you know the amount of money you are losing through bad 
methods, the fiurther investigation follows as a matter of course. 
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CHAPTER XVm 

HOW TO DETERMINE THE OVERHEAD EXPENSE 

THREE elements enter into the cost of a finished article 
material^ labor, and expense. In making up the cost of 
our finished product we have already the entries upon the 
final cost sheet for material and labor. But material and labor 
are not the sole elements of manufacturing; one must have a 
place to work, tools with which to work, and various supplies. 

None of these expenses are for the benefit of one particular 
article or job as distinguished from its fellows, but certainly 
they are a part of the cost of doing business and must somehow 
be gotten into the final cost of the finished article. They seem 
to come from above — ^to bear down on the labor tod material 
and hence they are called ''overhead'' charges or, simply 
"expense." The English term is "burden." 

The distribution of the overhead expense is where most cost 
systems fall down. The very name "overhead" denotes the 
dread with which this inclusive item is viewed by so many 
manufacturers. 

No fixed, general rules can be laid down for expense distribu- 
tion, but from the plans herein suggested, some ideas to fit your 
own case can be had, although this chapter is to be considered 
only as an introduction to manufacturing expense, a stimulation 
to fiurther investigation. 

The end of all calculation of manufacturing expense is to 
get the costs into the goods themselves, and therefore, instead of 
considering overhead merely as an unavoidable burden, the 
thought should be to devise new ways to lessen overhead and 
to put the costs directly into the product. They will, of coiirse, 
come into the product in any event, and it is always more accurate 
to charge directly than by percentages. 

Overhead arises from a great many different sources. Some 
of the charges are fairly fixed while others fluctuate. Therefore 
each source must be kept separate, so that its operation may be 

242 
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studied, and then finally all of the sources connected with the 
goods themselves; for, to be useful, costs must eventually be 
brought down to the selling unit. If one knows the cost of the 
selling unit, then the selling price of that imit may be intelli- 
gently fixed. If, however, as is often the case, the sales price 
cannot be based upon the cost, but is regulated solely by com- 
petition, then the irnit costs will give a start for the busmess 
man to go back and discover if somewhere along the line he is 
not making a useless expenditure, or whether it will not be 
profitable to revise his lines. 

One great purpose of modem cost systems is to bring charges 
directly against the products — to put the material and labor 
against the specific article — and to avoid treating expense as 
a necessarily inclusive head. 

The indirect or ''overhead^' expenses are all of the expenses 
of doing business other than those included in productive labor 
and material. Among them are rent, heat and light, adminis- 
tration, selling, advertising — ^in short all those expenses which 
cannot specifically be pointed out as such in the finished article. 
For instance you cannot translate minutes of power applied into 
ounces of coal, and even if you could, the calculation would not 
be sufl^cient in itself unless you also discovered the amount 
of lubricating oil consumed in transmitting that minute of 
power, the wear and tear in each stage of creation and trans- 
mission, and so on into an infinite number of details. Perhaps 
such calculations might be possible, but certainly they are not 
practicable, and the result would be a plant devoted more to 
the calculations of expense than to the n:iaking of money. 

Instead of endeavoring to go into such refinements, we 
locate the controlling section; we find out how much power that 
section uses> the proportions which the various machines use, 
and then work down to an approximately accurate cost unit 
to which are charged not only the power used, but also the other 
matters of gener^ expense which it absorbs. 

The idea is to put all of the expense on the specific finished 
article so that its exact cost may be known, but at the same 
time to divide that expense among the departments of the 
business in order that the working and efficiency of any one 
department may be expressed in figures fit for comparisons. 

The Divisions of Expense. The possible expenses can be 
broadly grouped under three heads: 
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L The fixed charges— that &, the charges which spread 
over the entire establishment, such as rent, insurance, taxes, 
mortgage interest, depreciation, and the like, according to 
whether the plant is leased or owned. The amount of these 
expenses seldom varies with the volume of business. 

2. The contributory department charges, the expense of 
which will vary with the volume of the business and which operate 
for the benefit of the factory as a whole. Among these are the 
office expenses, executive salariee, general superintendence, heat, 
light, and power, the upkeep of tihe stock room, the receiving 
room, and the shipping room. 

3. The productive department charges which arise in the 
sections of the factory which are actually working upon the goods 
but which are of such a character that they cannot be charged 
directly into a particular item of product, as supplies, truck^, 
indirect labor, and departmental supervision. 

We must gather these various charges at their several sources 
and then find some method of getting them into the cost of the 
goods themselves. 

The Fixed Charges. These arise out of the very being of 
the plant and continue whether or not the business is operating. 
They are such charges as rent (or in the case of ownership of the 
building, taxes, mortgage, interest, and so on), insurance, and 
depreciation of both plaiit and equipment through use and 
obsolescence. 

Should one also include interest on the investment? It is 
by some contended that this interest should be added because 
capital has been tied up, and capital always must have its reward. 
I am against any such inclusion. One does not enter a man- 
ufacturing or jobbing business to make a banker's interest; if 
only 4 or 6% be wanted, why risk capital in commerce when it 
might be invested without speculative danger in government 
bonds? 

One enters busmess to make a greater profit than is possible 
through banking, and therefore, why not view the profit on the 
investment as a whole, instead of first making a deduction of 
a banker's profit and then coimting the increment above that 
profit as manufacturing profit? 

The practice is illogical from all points and it may be 
positively bad. Thrusting a figure which is not cost into the 
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cost of the product obscures in the final figures that which is 
profit and that which is cost. Only profit should be considered, 
the profit on the sales and not the profit on the money. Charging 
interest on the investment can be a serious handicap. 

I recall one company which operated in an ill-adapted factory; 
it had too much idle space in the building, and too much idle 
land about the plant. In addition, part of the equipment had 
become obsolete and was used only on special orders for dis- 
carded lines. The management charged interest on the total 
investment and weighted the finished goods. with a cost of much 
which did not in any way contribute to manufacture. Thus 
they penalized their production. It is easily conceivable that 
the interest on unused capital expenditures might be the largest 
single item in the cost of the finished product, and possibly raise 
its cost to such a point that it would be imsalable. 

Another bad feature is that it is generally difl&cult and some- 
times impossible to determine accurately the amount of capital 
which has gone into a company which has been operating for a 
number of years. The new investments are likely to have 
become confused with the renewals and replacements. Thus 
we cannot tell whether the figure which we caU investment is 
more than an approximation of the actual investment. That is a 
practical difl&culty in addition to the violation of the sound 
principle that today's management should not be burdened with 
the expense of the past. 

But some manufacturers say: 

'^I want to get the interest on my investment into the goods 
themselves, and then I shall know that, even if I sell at apparent 
cost, I am still getting a return on my money.'' 

This is equivalent to putting one's money into several pockets 
as a safeguard against spending too much in any one place, 
and it is not business. Let the cost figure be actual cost, then 
regulate the selling price accordingly. 

Departmental Basis for Costs. The fixed charges are 
paid in bulk — ^taxes once a year, mortgage interest generally 
twice a year, and so on. They are paid upon the property as a 
whole. The depreciation of plant and equipment goes on always 
and is a bookkeeping charge reduced to an annual basis. In 
Chapter XIII we took up the methods for arriving at depreciation 
and of accoimting for the value of the equipment. Let us assiune 
therefore that we either have books which give us the present 
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worth of the plant and equipment or have made a fresh, detailed 
appraisement. The maps and diagrams show our factory and 
the positions of all equipment. 

Next we divide the plant into ''departments.^' For cost 
purposes, departments are not enclosures surrounded by four 
walls. A dozen departments may be on the one floor. Their 
proper division is one of the most important fundamentals of 
cost finding according to the best practice. 

A department may be large or small and it is determined by 
the rule: Group machines of like values and operation costs 
for power and labor or find labor divisions in wUch the wages 
of all the workers are approximately on the same scale. 

Thus a department may be large or small; it may take in a 
whole building or a smgle expensive machine; but, in any event, 
the divisions do not necessarily correspond with the conunon 
factory divisions such as foundry, machine shop, and assembling 
room. The ideal department has machines, each of the same 
value and operating cost, and all the employees therein receive 
wages on identical rates. 

Such departmental divisions sound intricate and in some 
cases may be quite complex; but, for reasons which will more 
fully appear later in this chapter, the scientific grouping of units 
is conunonly the best starting point in a distribution of overhead 
expense. Other methods obtam and, according to the state of 
facts, they may be accurate. But, in any event, we must divide 
the factory into departments of some kind and on some basis 
which may or may not have anything to do with physical layout. 

The Departmental Cost Sheet. Form 84 shows a depart- 
mental cost sheet. On it are listed the departments and also 
the various items of fixed expense. It is almost self-explanatory. 
If the buildings have radiciU differences in construction or in 
cost of construction, so that some gather more overhead than 
others, then special sheets are set up for such buildings; otherwise 
the fixed chiu^es are distributed according to the floor space 
occupied by the department. 

In calculating the percentages, the building tax, insurance 
and depreciation are taken from the figures of the previous year, 
because these items seldom change. If, however, the insurance 
or tax rate does change during the year, the adjustment is made 
at once and the addition cUstributed throu^ the remaining 
months of the year. The amount, when so subdivided, is small, 
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and though it is not entirely accurate to distribute an increase 
over 6 months which belong? to 12 months, the difference in the 
net result eventually obtained is so slight that it may be dis- 
regarded. In many accoimting problems the question arises as to 
whether or not the attainment of absolute accuracy is not, in 
itself 9 more expensive than a slight error. A too avid pursuit 
ot niceties and trivialities has wrecked many a cost system. 
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The total of each of the elements distributed through the 
departments is translated into percentages, and we have for each 
department the share which it must bear of the charges on. 
capital investment other than equipment or machinery. 

The machine values and depreciation figures are obtained 
from the plant register, or appraised, and may be grouped in 
subsidiary records and carried to the department sheet. 

We have now the total annual sums which each department 
must bear for fixed charges, including building depreciation and 
also the annual machine depreciations and insurance. Divide 
the annual total by 12 and the result is the monthly burden for 
the department — the share of what is inclusively known as 
fixed factoiy charge. This is the share of expense which the 
department must bear regardless of whether or not it operated 
— ^it is a kind of license fee for existence. 

If the machinery be large and expensive, as in a paper mill, 
the charges may be collected directly on the machines (Form 85.) 

The most convenient calendar division or period for ascer*, 
taining costs is the month. But if the payroll comee every 
week, the monthly division of costs will not correspond with the 
wage payments without laborious adjustment. To overcome 
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this, every third month is given an extra week — ^that is, the year 
IB divided into four quarters of 13 weeks each, so that the cost 
divisions will meet the fiscal divisions. Another method is to 
pay four times a month — on the eighth day, the fifteenth, the 
twenty-third, and the last day; a more preferable way is to pay 
on the fifteenth and the last day of the month. The best plan 
of all is to have amonthly pay day — ^it saves much clerical labor 
and requires no artificial divisions — ^but what with laws and 
customs, the ideal method cannot often be followed. 
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Collecting Contributory and Production Expense. The 
expenses in the contributory and productive departments are 
collected on sheets in such a manner that the very gathering of 
the facts attracts attention to possible economies. 

The means is the expense analysis (Forms 86 to 90 inclusive), 
which was, I believe, devised in its original form by Mr. Benjamin 
A. Franklin, a former member of my company. Each depart- 
ment takes a separate sheet. Fomr columns are provided for 
each month in order to present comparisons between the current 
month and period and the same month and period of the previous 
year. The sheets are bound in a looseleaf book. Slip sheets 
permit a continuation of the posting without new master entries. 

I know of no records in cost accoimting which are of such 
extraordinary value as the expense analysis. They form a 
month to month guide for the executive of exactly what is going 
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on within his plant. Some executives use them as a theologian 
uses a Bible. I kbow of one man who carries the records home 
at the end of every month, and returns from their perusal loaded 
with ideas for betterment. It is seldom a month passes in which 
he does not find where he can make an improvement. It is 
impossible for wastes long to continue in any concern which 
conscientiously keeps and uses an analysis of expense. 

A separate sheet should be provided for each department, or 
if very exact comparisons are needed, for divisions of a depart- 
ment — the whole idea being to get at the details of expense. 
Cost accounting will not be of any material benefit unless the 
various items of cost may be run to earth, and it is this which is 
possible through the expense analjrsis. Its compilation does 
not mean extra clerical work, but, on the contrary, gives most 
valuable information as an incident to cost finding. 

Making Up the Expense Analjrsis. The first entries on 
the analysis are of the items of direct or controllable expense — 
expenses which depend upon the amoimt of business done. 
To the total of these is added the imcontrollable expense, that is, 
the share of fixed charges, of administrative costs, or whatever 
divisions may be selected. Sometimes taxes, insurance, and so 
forth, are carried to the sheet in detail, »or again they are brought 
over in smnmary from the subsidiary fixed charge sheets. The 
procedure is enth^ly a matter of personal preference provided 
that all of the charges which belong to the department get there. 

If the sheet covers a production department the final total 
cost is divided by the imits produced in that department, or by 
the operating hours, or by some other divisor which indicates 
the extent of the operations, so that we may have an operating 
cost per unit or per hour in the department. Thus we have in 
each month a unit figure for comparison. If that figure is normal 
it is not necessary to go back into the details, but if it be abnormal 
then not only is study promoted, but the facts are at hand. 

The timeHsaving feature of the reduction to operating cost 
per unit is notable. The executive, if he does not care to examine 
the entire collection of sheets contamed in the expense analjrsis, 
may have taken off for himself a table of unit operating costs, 
and thus at a glance can decide if any department needs attention. 

Expenses grow insidiously. If one has monthly expenses 
only in gross and without percentages for comparison, a large 
number of items will pass by unnoticed. 
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Analysis of Power Expense. Take the specific application 
of the expense analysis to one of the most troublesome of the 
contributoiy departments — ^the power house. Not a few execu- 
tives are in such despair over the vagaries of the power plant that 
they have come to regard it hopelessly insofar as regulation is 
concerned. But a very close check may be had through the 
analjrsis. Here is the procedure: 

First we list on the expense analysis the elements of expense: 



coal 


coal handling 


inward freight 


oils 


waste 


repairs 


replacements 


engineers 


firemen, and i 


soon 



The sum of these gives the total controllable expense. I 
use the word ''controllable'' to distinguish these expenditures 
from those which are put on a department through no action of 
its own, as: 

Share of fixed charges Share of general factory 
Share of administrative Share of office, and so on 

They are entered on the sheet immediately following the 
total ci the controllable expense. The siun of the controllable 
expense and the share of uncontrollable expense gives the total 
power expense. This is divided by the power developed to find 
the cost per horse-power. It does not convey much to say that 
the power department cost so much this monUi and so much that 
month, because the variable volume of the work may make any 
increase in expense entirely legitimate — ^we must generate 
additional power to meet the demands of larger business. But 
when you have a ''per horse-power*' figure, comparable with 
previous figures, any unnecessary expense will instantly become 
prominent. If the horse-power rate is high and your coal con« 
siunption is also abnormal, the cause may be bad stoking, poor 
coal, or any one of a number of other things. Immediately you 
investigate to find the real cause. 

There are few concerns having the benefit of this close analysis 
which do not now buy their coal on the basis of thermal units 
instead of on the old ton plan. One coal may cost twice as much, 
bulk for bulk, as another, but under certain conditions it may 
really be much cheai)er because it gives more heat and involves 
less handling both of coal and ashes. 
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The total power is distributed on a percentage basis to the 
various departments. Where electrical transmission is used, the 
amount consumed can be measured accurately by meter. Steam 
is harder to measure and we cannot do much better than a fairly 
accurate estimate when the steam is translated into power and 
transmitted through belts and shafting. Steam that is taken for 
drying or heating can, of coimse, be easily measured. 

The steam power apportionment is conveniently, but not 
accurately, found by calculating the friction loads of the machines 
in each cost department and then testing the result at the noon 
hour or some other time when the factory is idle, by running only 
that department and observing the power consimiption indicator 
at the engine. This is an arbitrary division, for the power 
absorbed on the cutting or working load is much greater. The 
actual power consumed under load conditions can be found, if 
desired, by nmning departments alone, as before, but at cutting 
instead of friction load. 

The intent of this procedure is to carry the power expense 
directly to a department on the basis of actual consimiption and 
thus to dodge the objectionable percentage distribution. 

Form 91, shown on Insert XI, will be foimd helpful in 
ascertaining the efficiency of your power generation. It is the 
summarization of the power return in a large munber of factories 
under the conditions noted; the calculations can be used as 
standards against which to compare your own performance — ^in 
exactly the same method as was used in comparing the actual 
labor with the standard in a former chapter. 

Expense Divisions. In the lower form on page 250 is an 
analysis of office expense to which has been added a valuable 
column — ^''monthly appropriation.'' In concerns which plan a 
budget for the year (a budget should be prepared whenever 
practicable) it is essential to know each month how the amount 
planned to be spent compared with the amount actually spent. 

It would not be worth while for me to go through all of the 
various business divisions and show for each of them an expense 
analysis. The subdivisions are natural, and the itemization may 
be carried forward to any desired degree. Here again the rule 
is common sense. There are no arbitrary divisions, and it is 
very seldom that the factory head cannot determine for himself 
the most desirable divisions to suit a particular case. But, if 
you are in doubt, divide rather than consolidate. 



Digitized by 



Google 



53 

d 
al 
id 

B, 

e. 

46 

le 

- . . B. 

S- 
- - d 

INSERT XI le 

FORM 91, described on page 253 d 

Ed 



IS 

re 

8. 

d 
of 

B6 

16 

16 

m 

16 

is 
as 
or 
•r. 

€- 

ht 



Digitized by 



Google 



252 



am 
isl: 
aeo 
trcb 
dr3 

ace 

in • 

hoi 

th£ 

at 

ab« 

acl 

dec 

ina 

diz 
thi 

as< 

BUl 

us 

bU 
exi 
lat 

an 
cd. 
bi3 

pli 

va 
ai. 
b. 
ia. 



'4 



Digitized by 



Google 



OVERHEAD EXPENSE 253 

For instance, the receiving room and the stock room should 
be carried separately, and the total taken over to the general 
factory expense sheet. The shipping and packing room is carried 
as a unit, and I prefer to take this total to selling expense, 
although sometimes it is carried into general factory expense. 
The expense of the packing depends upon the district in which 
the goods are being delivered, and the selection of this district 
b with the sales force and not with the factory. The salaries 
of the personal secretary or clerks of the executives go to the 
same charge as the salaries of the executives themselves. These 
clerks are the tools of the administrators and as such the cost 
of their services should rightfully be borne by the same sources. 

The Separation of Expense. The portion of the adminis- 
trative expense devoted to production goes to administrative and 
general factory expense. That which concerns itself with the 
sale of the product naturally goes into the selling expense. The 
non-productive labor, if it works within a department, is charged 
to that department, but otherwise becomes part of the general 
factory expense. 

In the productive department we should have the divisions 
of foremen, non-productive labor, idle hours, supplies, repairs 
to dies, repairs to machinery, and so on as the situation requires. 
Each month the amount to each item would be placed on the 
expense analysis beside the amount of the previous month, and 
a glance would show if any of these were large or out of 
proportion. 

The number of economies which may be effected by these 
comparisons is astounding. I f oimd in the plating room of one 
plant that about 175 a month was being spent for rubber gloves. 
These gloves cost $2 or $3 a pair, and were being used by the 
workers in the acid tanks. The slightest pinhole made them 
valueless. The installation of a cheap vulcanizer permitted the 
torn gloves to be repaired and $600 a year was saved on this 
apparently trivial item. In another plant lubricating oil was 
used in enormous quantities, and no effort had been ntiade for 
its reclamation. A $75 extractor here saved over $2,000 a year. 

In a shipping room the business had dropped down prac- 
tically one half, but until the expense analysis came through 
the executives had not realized that they were continuing the 
old labor quota in full. On investigation it turned up that eight 
of the men had nothing to do. 
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The thought behind the expense analysis is the obtaining of 
the correct relations of expenses. Have the items tabulated for 
comparisons by months, and then arrange them in percentage 
form, so that production and expenses will be related. The 
increase in expense will be fully intelligible only when placed on 
a percentage basis, so that it may be ascertamed whether the 
expense is large because of bad management or whether it is 
legitimately li^ge owning to increased production. 

Apportioning the Expense. Thus far the gathering of 
expense has been a mere tabulation except that it has been 
indicated that certain departments called ''contributorjF*' exist 
to aid other d^)artment8 called ^'productive.'' In the case of 
the power plant, we have already given a method for distribut- 
ing its cost to the departments which actually consume the power. 
It is plain that the department using power should be charged 
with its cost. The division is logical, and thus the charges for 
power have all been absorbed by division into other departments 
and the expense analysis of the power plant becomes a record 
subsidiary to the records of the production departments. 

The fixed charges have also been distributed among the vari- 
ous departments, contributory and productive, on the ratio of 
the square feet occupied by each department. The items of 
fixed charge have therefore been all accounted for and so pass 
out of our present reckoning. 

We now have a set of expense analysis sheets which have on 
them all expenses directly incurred by the departments and 
also the proper shares of fixed charges. The sum of all the 
charges contained on these sheets would be the total overhead 
expense of the plant. 

But of the departments thus listed, some are contributory 
and some are productive. We are on our way eventually to 
get the charges into the goods which we manufacture; the con- 
tributory departments do not manufacture, therefore their 
charges must somehow be merged into the productive depart- 
ments imless the charges do not concern production. Some were 
incurred by the sales force in marketing the product. 

We therefore open two new accounts which have been men- 
tioned but not described — ^^'administration and general factory 
expense'' and ''selling expense." (Either account may be carried 
as noted or in two or more divisions.) The expenses of the s^eral 
contributory departments are carried to one or the other of 
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these accounts according to whether the expense is incident to 
manufacturing or to selling. '^Selling expense" will be treated 
in the next chapter. 

The next problem is to distribute the total of the ''adminis- 
trative and general factory expense" to the productive 
departments. 

We have had little opportunity so far to get into trouble 
with costs, as they have been directly credited and charged at 
their points of origin, and the only distributions— fixed charges 
and power— have been logical. Up to this point almost any 
factory or any kind of business may follow similar procedures — 
in fact the foregoing accounting is common to practically all 
cost systems of merit. It is in the distribution that business 
peculiarities begin to show themselves, and from this point for- 
ward nearly every business staads on its own feet and takes 
that which is best fitted to its needs. 

One might imagine that the overhead could be distributed 
almost without a second thought. If the expense amounts to 
$100,000 and the total number of various different kinds of 
articles produced is 100,000, then is it not proper to charge $1 
of overhead to each article? 

Undoubtedly this would dispose of the whole overhead 
expense, but it would not give costs; for it would not go back 
into the process of manufacturing to determine exactly how much 
overhead was consumed in each department and in each opera- 
tion which contributed to the finished article. As has been said 
many times before in this volimie, accounting is useful only for 
the pmpose of analysis. Lmnp sums and single figures give little 
help, for seldom, if ever, do they tell where, how, or why an 
economy may be effected. 

False Methods of Distribution. If, in the case just cited, 
only one variety of article were produced, and that by means 
of a series of invariable operations, then the above distribution 
would be entirely accurate. We should have already on the 
departmental expense analysis, the controllable expenses; the 
department is not responsible for the uncontrollable expense, 
and it serves no good pxupose to distribute it to a department 
if the uniform character of the product is such that it can take 
it directly by division. In fact the method is ideal, but seldom 
possible. Few concerns produce only a single article and always 
by the same series of operations. If the same percentage of 
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expense is added to each unit of production regardless of its 
manufacturing career, then undoubtedly too much would be 
charged to some and too little to others. 

Unless the sales prices were so far above cost prices that the 
profit could be had anyhow, undoubtedly the articles, to which 
suflScient overhead had not been charged, would be sold at only 
a sUght profit or even at a loss, while those which had been 
given too much overhead would be priced so hi^ that possibly 
they would scarcely be sold at alL In such a circumstance the 
concern would undoubtedly lose money on the year's operations; 
they would not charge enough for part of their product and too 
much for the remainder. One of the articles, selling at a price 
based on the cost of $3, would actually be costing $4, while others 
on a cost basis of $3 would be really costing but $2. Such a cost 
system would be worse than useless. 

The Pound or Yard Basis. Why not then distribute on 
the pound or yard basis? If the mere number of articles pro- 
duced is not a safe divisor of the manufacturing expense, will 
it not be proper to charge the pound or yard of finished material? 
Not a few factories have such methods. It is quite common to 
divide the overhead equally among the main productive depart- 
ments and then put it into the article on so much per pound or 
yard. The results are dangerously misleading figures. 

Take an article which goes through three departments — ^the 
foundry, the machine shop, and the assembly room. In the 
foundry very little power \dll be used, because about the only 
machines absorbing power are the crane, sandblast, and grinding 
wheels. Likewise the machine expense will be slight. The 
machine shop, on the contrary, will probably absorb most of 
the power furnished to the entire establishment. Its power and 
machine charges will be very large. In the assembly room the 
big cost will be labor. But little equipment is needed and 
consequently only a slight amount of power is absorbed. 

If we should divide the power equally among these three 
departments, the cost per article in the foimdry and in the 
assembling room would be unduly high, and in the machine shop 
would be ridiculously low. 

Take an article on the pound basis. Follow the course of a 
big, rough casting such as an engine bed, which may weigh 
a ton or more. Labor cost in the foundry will be slight because 
the mold is a simple one. But beside it are a large niunber of 
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small castings of intricate design. Where the ton of metal 
which went into the engine bed needed abnost no labor, the 
small castings may require an enormous amount and may be a 
long time in the making. The engine bed will be in the machine 
shop for no more than two or three days, while the small parts, 
using little metal but great labor, may remain for as many weeks. 

Any system which apportions costs on the pound will overload 
the engine bed and make it appear that the small castings are 
being produced at much less than their actual cost. The time 
which an article takes while being processed in traveling through 
a department is an important factor. When these parts reach 
the machine shop the engine bed may need nothing but a few 
holes bored into it, while the small castings may have to be 
machined to a thousandth part of an inch in order to register 
with another part. 

Take textiles on the yard basis. One finely woven fabric 
may take three times as long to produce as a coarse fabric. On 
the yard plan the manufacturer would give each an equal over- 
head, but the fine fabric really has three times the overhead of 
the coarse, for it has taken up three times as much of the expense. 
The result would be that the coarse fabric would probably be 
sold above its proper price while the fine fabric mij^t easily be 
sold for less tluin its actual cost. 

Or take another instance on the ^'value of material'' basis. 
The jeweler makes a gold ring and a silver ring. Certamly the 
gold ring should not be chiurged with, say, sixteen times as 
much overhead expense as the silver ring; but such approxi- 
mately would be the result if the distribution guide were the 
value of the material. 

In the adoption of any cost system it is most important to 
examine all of the phases in order to discover whether or not 
you are unconsciously charging in expense on the basis of values 
or weights rather than on the true basis of the actual absorption 
of expense by the article. 

Tlie chai^ to the material itself is easy and it is extraordi- 
nary how insidiously and in how many disguises the material 
metiiod will creep in. Therefore this one rule may be deduced 
— ^never distribute expense with relation to the cost of the material, 
because the value of the material does not indicate the labor 
which may be required to turn it into a finished product. 

The pound or the yard basis is ako dangerous excepting 
under certain circumstances. For instance the sorting, scouring, 
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and carding of wool can properly be computed on the pounds 
and ako the melting in a foundry, for one pound requires the 
same treatment as another and absorbs the same expense. 

Chargmg Expense to Production. The maniif acturing ex- 
pense will range anywhere from 10% to 700% of the labor cost. 
Such wide variations may be found even in the same factory; 
it is the overhead which makes or breaks most concerns. They 
think that they are selling at a profit but, not having made 
proper allowances for overhead, they are actually selling at a 
loss. If the loss through improper distribution were evident, 
it would not be so serious, but it is the kind of charge which 
turns up only on the statement at the end of the period, although 
it may be presaged by the remark so frequently heard: 

''I am making and selling at a reasonable profit, but I do 
not know where my profit is — ^the money is not in the bank 
and the accounts receivable are not on the hooks.'' 

It is a thousand to one that the speaker has lost track of 
his overhead. How is it to be distributed? 

The Productive Hour Method. The departments which 
contribute to the productive departments depend for their exist- 
ence and the amount of their work upon the labor activity in 
the productive portions of the factory. In the payroll sum- 
maries given in Chapter VI the labor was reduced to productive 
hours. It is obvious that, with certaiQ exceptions which will 
later be noted, the productive hoiur is the basis upon which the 
contributory expense should be distributed to the production 
department. 

Each department has its percentage of productive hours as 
related to the total factoi^ time. Therefore this percentage of 
productive hours to the whole is the percentage to be taken of 
the administrative and general factory expense, to find the 
share of such expense for that department. This share is then 
carried to the expense analysis as shown in the examples given. 

Dividing into Production Centers* Much of the accu- 
racy of this method of distribution will depend upon the wisdom 
of the departmental divisions. A department is a '' production 
center'' — a maniifacturing division. It may be a whole build- 
ing, or a single machine; the point is to find the unit of time and 
unit of occupancy. The time of the article in passing through 
a given process, and the amount of space which that process 
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requires in the general organization, are the two factors which 
determine the amount of overhead placed upon the product. 
Therefore one divides and subdivides until even units of the 
time and occupancy are discovered. 

Consider a machine shop. Its tools vary widely, not only 
in first cost, but also in the amount of power and labor which 
each requires. The planers, the boring mills, the light lathes, 
the heavy lathes, each absorbs different degrees of expense. No 
one can deny that it costs more to operate a planer that may be 
worth thousands of dollars, than a light lathe whose value is 
measured by hundreds. 

But what difference does it make how the expense is divided 
over any particular section of a store or factory if the expense 
must be paid anyway? It does not make a difference in the 
total result, but it does make a vast difference in the fixing of 
the cost of the product. Suppose the planer overhead is greater 
than the lathe overhead, i^ould the articles that go through 
the lathe be loaded with the same cost as those that go through 
the planer? 

The foregoing distribution is known as the '^production 
center'' plan. It will give the most accurate results in probably 
the greatest number of cases but it is by no means the only 
accurate method, nor is it imiversal. No one infallibly acciu*ate 
method exists and I often find that several plans may well be 
used within the same plant. 

Several other plans are in general use. Any one of them 
may be entirely satisfactory under one state of facts and entirely 
inaccurate under another. 

Methods of Distributing Expense. 1. The ''labor dol- 
lar'' charge. The total departmental expense is apportioned as 
a percentage on the productive wages of the department. That 
is, the wage is counted as so much paid to the operator and, in 
figuring the cost, to that is added the fraction of overhead. 
From such distribution, one may gain a fair idea of the cost as 
a whole, but it is accurate in detail only when the wages paid 
are nearly the same throughout the department and also the 
machine costs are nearly alike. It will not work out well if 
high-priced and low-priced men are in the same department; 
for then, by adding a larger sum to the high than to the low, the 
lesser pay will appear to be the more economical — ^when actually 
it may be more expensive. 
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2. The ''productive hour'' method Each department has 
a certam number of hours of production; we take the average 
number of such hours or the normal niunber and distribute the 
overhead to these hours instead of to the wages of the operatives. 
Thus the high wage man does not receive an undue share of the 
expense as under the labor hour. It is only accurate when the 
equipment within the department is all much alike. One of its 
strongest points is the deterrent effect upon permitting work to 
lag within a department— it makes for fast operation. 

3. The ''naachine hour'' plan. This amounts to making a 
department out of a machine. Each machine collects its own 
share of overhead expense and direct labor. The total charges 
are divided by the normal number of working hours of the 
machine and thus we have a figure which represents the per 
hour hire of the machine for operations. The work passing 
through practically pays a rental for the time which it consumes. 

Choosing the Right Method. In a subject so empirical as 
costp it is not safe to dogmatize — ^it is not safe even to lay down 
rules for various classes of manufacturing. I could not give one 
best method for, say, woodworking plimts, or machine shops, 
or textile mills; the exceptions are so numerous that harm might 
follow the adoption of any system based on rules r^ardless of 
circumstances. Instead of useless rules I shall give a nimiber of 
instances bringing out points, some of which you have probably 
met in yoiu* own affairs. 

Earlier in this chapter false returns arose from predicating 
costs in textile mills on the yard basis. The proper way to 
distribute the overhead in that loom room would have been on 
the machine hour — ^by dividing the expense chargeable to the 
room by the munber of machines of similar type and then by 
average working hours. Let us say the expense reduces to 40 
cents an hour per machine. If a yard goes through in one hour, 
a manufacturing expense of 40 cents is added to it, but if it takes 
only half an hour, the manufacturing expense is but 20 cents. 
Thus the laiger amount of expense which the higher grade, finely 
woven cloth absorbs by taking a longer time in fabrication, 
appears on the cost sheet and prices may be accordingly regulated. 

In the case of a department which is filled with a considerable 
number of identical noachines, they may be classed together and 
the entire departmental overhead taken, but if the groups are 
operated under different supervision, divisions should be made 
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for the purpose of comparison. This is a convenient methodf 
but it can be applied only when the units are uniform. The choice 
between the machine hour and the labor hour will depend 
largely upon the character of the factory. If labor predominates 
and the machinery is trivial, then undoubtedly the labor basis 
should be adopted; but if, on the contrary, as is usually the 
case in a machine shop, it is the machines that count, then the 
machine hour should be taken as a unit. 

More firequently it will be well to consider, in the adopting 
of a unit, the various departments as separate factories, and to 
apply to each the basis of calculation which seems to fit the case. 

When to Use the Labor Dollar Method. Only when 
wages in a department are fairly uniform, is it possible to divide 
the overhead on the labor dollar. Take an example from a 
garment factory. You will find girls working at 20 cents an hour 
without equipment, and skilled men such as cutters, at 40 cents 
an hour, also without equipment. If we distribute the overhead 
on the labor dollar, the man receiving 40 cents will absorb twice 
as much overhead as the girl at 20 cents, when, as a matter of 
fact, we know that the higher the wage the less supervision is 
required. 

In the manufacture of paper everything depends upon the 
machinery. The precedyig processes are all subddiary, and also 
the succeeding. The madiinery and the power that operates 
it are the vital points. Formerly the costs were calculated on an 
average cost per pound for the total production, regardless of 
the materials used or of the process involved in the production. 
But such a basis gives no clew as to actual cost; for a rough 
paper, taking as it does but a short time to pass through t^e 
machinery, idll, on the pound basis, absorb a greater proportion 
of costs than the fine paper which will take three times as long in 
its manufacture. The coarse paper may be sold for too high a 
price and the fine paper at too low a price. 

In fact, in one paper mill which I studied, the average cost 
per pound basis had resulted in all but one grade being sold less 
than cost The price on the one profitable grade was so high 
that the factory was able to break even, although this hi^ cost 
paper was not the one which the selling department had been 
pushing on the market. This is a case for an application of the 
nnu^hJTiA hour cost. Experiments have shown that there is a 
difference of as much as 300% in the time tajcen to make different 
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grades of paper. The actual length of time which the paper 
requires for its making is reflected in the final cost and the maker 
thus knows exactly how much overhead is to go on that particular 
grade, and therefore the resulting cost. 

In a woodworking establishment the cost distribution is 
frequently founded on the productive labor. But a man running 
a planer deserves to be charged with a considerably greater 
overhead than a man, for instance, who is assembling. Here the 
best plan would be a combination of machine hours in certain 
departments and productive labor hours in others, according to 
whether the machinery or the labor predominates. 

When Is a Machine Economical? With the development 
of automatic machinery the labor charge is not BlwAys the 
important one. For instance, a big naachine that costs, say, 
$20,000 or $30,000 and may be operated by cheap, unddlled 
labor— the labor charge is insignificant — should be made a depart- 
ment in itself. This point is of particular importance, for other- 
wise one cannot judge of the machine as an investment, and it is 
a check on those fanatics who hold that it is Blways economical 
to substitute a machine for a man. When we include the total 
overhead on a machine, it will sometimes be found to be more 
costly than hand labor. Or, again, the machine may possess a 
capacity out of all proportion to the requirements. 

A mere machine is nothing in itself. It is useful only if it 
saves expense. I recall a striking instance of one brilliant 
mechanical engineer who, with a single invention, revolutionized 
an entire industry. He constructed a naachine which at a critical 
point in that particular industry did away with 00% of the 
human labor. 

Afterward he embarked in business on his own account, and 
he used his inventive genius to supply machines for every 
possible operation. From a mechanicah standard he was entirely 
successful, but it turned out that his new machines required just 
as many people to tend them and keep them in repair, as had 
before been employed on the operations. Where previously the 
men had done tiie work, now the machines did the work and the 
men tended them. The result was, of course, increased expense 
and therefore a loss. 

I recall another case where a small bit of trucking had been 
easily cared for by one man. An automatic conveyor was installed 
and instead of one man to look after the whole j ob it then required 
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two men — one to load and the other to take oflf. A highly 
efficient naachine which can be installed only at great expense 
may be used so seldom that if the expense be apportioned to it, 
its infrequent operations will be most costly. In some cases, 
where cost statistics are used, the factory takes in work 
for some of the special machinery at a low price simply to cut 
down the operating cost on the regular business. 

Charging Overhead on Material. A striking case of the 
fallacy of permitting material values to enter into the distribu- 
tion of overhead, came to me from a company manufacturing 
small articles out of brass bars and castings, and sheet steel. 
The recent enormous increase in the price of brass and other 
metals furnishes an unusual emphasis on the result that follows 
the computation of costs on the material. 

The present price of the bar stock out of which a certain 
article is made, is about 35 cents a pound, whereas in normal 
years it has stood usually at about 15 cents. Below is shown 
the cost method at present in use as applied with the material 
at both prices. 

Per 100 Brass at 15 cents Brass at 35 cents Increase 

Material $3.15 $7.35 $4.20 

Plu820% _^ $3.78 J^ $8.82 _^ $5.04 

Labor $0.43 $0.43 0.00 

Plu825% _Al _M _A1 _M OOO 0.00 

Total $4.32 $9.36 $6.04 

Plua33J^% 1.44 3.12 1.08 

Totaloost $5.76 $12.48 $6.72 

The 20% applied to materials is expected to cover miscella- 
neous supplies used around the plant; the 25% on labor is sup- 
posed to represent other indirect factory expenses; and 33^% is 
intended to cover the general adndnistrative cost. 

An analysis of, these figures showed that while the material 
cost had increased $4.20, the total cost, computed in this man- 
ner, had gone up $6.72. In other words, the mere increase in 
the price of brass is made to result in an increased manuf actiuing 
cost of $2.52. The large amount of brass borings and turnings 
recovered, while charged into the foundry, is wholly n^ect^ 
in computing the cost. 

When properly figured, with a departmentalization of ex- 
pense and an allowance for scrap, the costs at the two prices of 
brass are: 
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Per 100 Brass at 15 cents Brass at 35 oents Inerease 

Material $1.99 $5.70 $3.71 

Manufacturing oost .74 .74 0.00 

Total cost $2.73 $6.44 $3.71 

It will be seen that the former method gave erroneoxis results 
at both prices. This b because brass is expensive. The absurd- 
ity of the figures is shown by the following comparison which 
will serve as an excellent illustration. 

Total Cost Brass at 15 cents Brass at 85 cents 

Present method J5.76 $12.48 

Correct method 2.73 6.44 

Total Cost Brass at 15 cents Brass at 35 edits 

Present oost too high by $3.03 $6.04 

Present cost too high by 111% 94% 

Getting Costs by Standardization. Where several sizes of 
an article go through the same process so that the single differ- 
ence between one product and another is the time which it takes 
in the making, a short cut to costs may be had. The material 
costs are, of course, taken separately as has been explained in a 
previous chapter. The most popul^ article — the one which the 
factory makes in the greatest quantity— is taken as a standard, 
and its time of fabrication is carefully calculated. The standard 
time is fixed at 100. Suppose that this standard time of 100, 
which is only an abstract figure taken as a percentage basis, is 
actually 90 minutes. 

Another product takes 120 minutes— that is one third longer 
— therefore its rating is 133. Another product requires 160 
minutes or 60 minutes over standard — that is two thirds more, 
or expressed in terms of the standard, 167. A department turns 
out a quantity of these three units. We add the units according 
to the standard and divide into the overhead of the department. 
The result is the unit cost; the cost of any single article can be 
computed from its ratio to the standard cost. 

The unit cost method can be used in figuring many production 
costs which would otherwise be hard to determine. It does 
away with the necessity of reporting time against individual 
articles or operations and has a large advantage in the easy check 
which it gives on the efficiency of production and of material 
consumption. A departmental excess in the use of either labor 
or material will instantly line up against the standard of what 
should have been used. 
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This method is not a substitute for the direct methods, and 
it cannot be used in most instances, for it is seldom possible to 
find a unit — ^never when the variety of product is great. But 
it is the unquestionable plan whenever a unit is feasible. The 
standard must be set accurately by expert time studies. 

Ascertaining the Final Costs. Presuming that we now 
have some system fitted to our needs, the finding of the final 
manufacturing costs of the finished article, in the shipping room 
ready to go out on order, is easy. The fixed charges have been 
carried to the departmental expenses analysis, as well as the 
expenses of the contributory departments, each with its share 
of fixed charge, through the medium of the manufacturing ex- 
pense analysis. On the sheet for the department have been 
gathered all of the items of overhead for that department. The 
total contains all the overhead on the work passing through the 
department. 

This department total is distributed to the work on whatever 
plan has been adopted — ^by dividing •by the productive hour, 
machine hour, labor dollar, or other means — and thus we have 
the extra cluu^ to add to each hour of work or dollar of labor. 

Upon the final cost card have ahready been collected the 
charges for material and direct labor, the overhead figures are 
then added, and the result is the final cost. 

Handling Abnormal and Subnormal Conditions. I 
have spoken of the overhead as though it were fixed and immova* 
ble — as though the amount of work being done were always the 
same. We know of course that the business in hand varies con- 
stantly. What shall we do with the expenses when the plant is 
either extraordinarily busy or uncommonly dull? In the first 
case the expense will be distributed over a greater production 
and will therefore be less per imit, while in the second case the 
distribution will be over fewer articles and will consequently 
bear more heavily than before. 

If one normally makes 1,000 articles a day and the overhead 
expense is calculated on that production; then if 2,000 articles 
are produced without an appreciable difference in the indirect 
expense, our article will have only one half as much of the over- 
h^ to bear as before. But if sales drop from 1,000 to 100, 
then the proportion of expense would be ten times the normal. 

This is a question which rightly bothers business men. Re- 
solve it into its elements. The costs are based on a certain 
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average output. If the plant has a greater demand for its 
products, credit is undoubtedly due to the cleverness and inge* 
nuity of the marketing force. But if, on the other, it does not 
do a noixnal business, the blame should be placed on the selling 
organization. The productive side should not be 'expected to 
do the impossible, that is, to produce economically unless it has 
orders which will permit the maintaining of a fair average ratCi 
which of course is quiet obvious. 

The exp^ise analysis gives the actual overhead in each period. 
It will be low in busy times and high in dull. Between these 
two limits we fix on a figure which we consider as normal — ^based 
neither on peak production nor on the minimum. This we call 
the ''normal operating rate.'' 

The nonnal operating rate for the departments or machines 
will vary in different plants and can be determined only after 
study of operating conditions. A further knowledge of condi- 
tions in other factories of the same industry should be a factor 
in setting the proper normal rate. Possessed of the actual and 
normal overhead rates, all costs should be figured using the normal 
department or machine rate of expense. 

At times when the current overhead rate is above the normal, 
the excess amount should be debited to an ''abnormal business 
account"; whereas when the contrary condition exists, the dif- 
ference should be credited to the same account. When business 
is exceptionally good, a reserve is created which can at the end 
of any fiscal period be credited to surplus or carried as insur- 
ance against a futiue shrinkage. 

The factory did not bring about the conditions and, under 
opposite cost accountancy, it will not be held responsible for them. 
Thus analyzed it seems ridiculous to hold the factory responsible 
for a panic in the money market, or a bad wheat crop or other 
national calamities. But that is precisely what many executives 
in the past have done, for they held that the productive side 
should bear its overhead charge regardless of the amount of 
work which it had on hand. 

Take a case. Suppose the normal cost of an article is $10. 
The volume of orders so lessens that the manuf actiiring expense 
is 10% hi^er than nonnaL Thus the article costs $11 to manu- 
factiue. The selling price is only $10.50. It was not the factory's 
fault that more orders were not obtained, and therefore the cost 
should be maintained at $10 with the extra difference as an 
abnormal expense. 
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Suppose in the case above, the finished article was inventoried 
at its actual cost of $11. The sales price of that article was 
only $10.50. It cannot be worth more than the price it will 
bring. Therefore if the inventory carries a figure of $11| the 
statement at the end of the year may be inflated by llie total 
of the finished goods, to such a figure that what was actually a 
loss will show as an apparent profit. No end of concerns have 
gone to the wall because they inventoried after such fashion. 

The canny executive makes use of his cost figures to get 
business in dull seasons. Knowing his normal overhead and the 
production which brings it about, he can manipulate his prices 
so to attract buyers that the normal may be maintained. He 
may lose on average profits, but he earns expenses and keeps his 
organization intact and running; whereas a smaller volume at 
fegular prices might become an actual loss through the jump in 
overhead. 

That is, he detennines, on sound data, the minimum sales 
price from which he can sell intelligently with the thought of 
making either a slight profit or of breaking even. 

The facts obtained through a cost system have kq)t many a 
factory running when its competitors had to close down. 
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CHAPTER XIX 

DETERMINING THE SELLING EXPENSE 

IN the previous chapter we saw that the overhead expense 
was collected at various sources and eventually flowed into 
one or the other of two streams. The first was the admin- 
istrative and general factory expense which has ab*eady been 
treated; the second is selling expense. Every expense which 
does not concern fabrication goes to selling. 

The factory bears all expense until the product is at the 
door ready to be shipped, then the questions are those of sales- 
manship. The division is an obvious one, but, like most obvious 
things, it is n^ected. It should be self-evident that efficient 
manufacturing cannot be carried on if inefficiency and wastes in 
the selling department are charged back into the cost of the 
product. 

If you do not make money you want to know whether it is 
because you are a bad manufacturer or because you are a bad 
salesman. It is no part of this voliune to take up the relative 
importance of good manufacturing and good selling. Personally 
I believe that goods well made and well designed for the market 
are two thirds sold, and that the importance of sales organiza- 
tions has been considerably overrated. 

I think, generally speaking, that the salaries of salesmen and 
particularly of sales managers are too high and that those of the 
factory executives are too low. I have never known a thoroughly 
bad product to be sold over any long period of time; and I have 
never known a thoroughly good product which did not have a 
ready sale. These remarks have nothing particularly to do with 
the subject of this chapter and I throw them in only for 
executive attention if it appears that the expense of bringing the 
product to the customer is inordinately high. 

Collecting the Selling Expense. The total selling expense 
is derived from the expense analysis of the various subdivisions 
and is collated on a summary of expense analysis to which is 
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added the salary of the sales manager and the proper proportion 
of the fixed charges based upon the floor spaces actually occupied 
by selling divisions. This expense analysis is made up on pre- 
cisely the same kind of sheet as in the preceding chapter where 
it was introduced The subsidiary records are of the highest 
importance because, to reiterate, it is only through detailed 
analysis that economies are to be effected. 

The subsidiary divisions may be as nxmierous and as detailed 
as one likes. The more common divisions are: (1) packing and 
shipping, (2) salesman expense and traveling, (3) ofi&ce expenses, 
(4) .advertising, (5) general or occasional selliiig expense. 

If the concern has branch offices, the totals from the branch 
offices should be brought into the summary and the detailed 
analysis of each office kept by itself in much the same manner as 
that in the main office. 

Divisions of Expense. The division of packing and ship- 
ping expense on a geographical basis, will often give illtuninating 
figures; the expenses of liiis department should never be carried 
merely in bulk. You want to know the sections in which it is 
profitable to sell and also those in which it is unprofitable; and 
though circimistances may force you to sell in the unprofitable 
sections, you do not want to do so blindly. Very few concerns 
can profitably distribute all of their shipping and packing 
expenses over all territories, making the nearby point of sale 
b^ the expense of the distant market. 

The idea is that you should not only know the profit on your 
product as it stands ready at the factory door for shipment, 
but also yomr profit at the various pomts of sale. In the craze 
for securing a national market, in the pride of thinking that 
your product may be bought everywhere in the country, do not 
lose sight of the dollars and cents question^-and you do if you 
do not segregate yomr shipments. 

Rating Salesmen. In the expense analysis of the salesmen, 
many points of interest may be uncovered. Without a good cost 
system you cannot tell which are your good salesmen and which 
are your bad salesmen. The good salesman is not necessarily 
the man who turns in the biggest lot of orders, but the man 
who makes for you the greatest profit. Therefore, you must 
know yomr profit from each salesman. 

To do this, give each salesman a separate line in the expense 
analysis so that you can compare his expense and commissions 
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from month to month, and from year to year. Then enter 
against each Balesman the gross profit made on his sales, rxunxa 
the expense of the salesman himself, minus the proportion of 
gross seUing expense other than for salesmen. This will give the 
net worth of that salesman to you and also inform whether he is 
selling because of his personality or whether the goods are 
selling themselves, and he is merely acting as an intermediary. It 
will often be found that star salesmen owe their reputations to 
the goods and the territory rather than to themselves. 

In determining the relative merits of Smith and Jones, look 
underneath the surface records to find if Smith, who apparently 
has a record three times as high as that of Jones, is not selling in 
a region which should really produce six instead of three times as 
much as the Jones territory. 

For this comparison I divide the general selling expense 
(exclusive of the expenses and salaries of the salesmen themselves) 
by the nimaber of salesmen. That is, if there are 20 men, each 
would take one twentieth of the expense. This is not strictly 
acciuttte, because all salesmen do not absorb the same portion of 
expense. The poor salesmen, like the poor workmen, usually 
take more supervision and therefore expense; but it is a more 
equitable arrangement than apportioning the expense on the 
amount of selling. Most sales managers will admit that it is less 
trouble to sell a $5,000 bill of goods than to wheedle out 50 
1100 orders. 

If, then, we shoidd divide on the basis of gross sales, the man 
who got the big order would be penalized. Neither method of 
distribution is very satisfactory and, for purposes of comparison, 
it is often as well to stop the individual sales record with the 
expenses of the Ralefiman himself. These figures will not then be 
the profit per salesman, and should not be so confused, but they 
will give a guide to relative efficiencies. 

With a cost system you may arrange yoxur commissions to 
salesmen upon a sUding scale which depends upon the profit 
made in each line and this is the only sensible basis. 

The Place of Advertising Expense. In the expense 
analysts of advertising, carry each medium of advertising as a 
separate entry or, if the advertising be very extensive, set up a 
sxmmiaty in which only the main heads, such as monthly 
magazines, weekly publications, trade papers, newspapers, 
circulars, sales letters, and so forth, appear; and then give a 
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subsidiaiy record to each division, exhibiting in detail not only 
the expenditures but, insofar as possible, the results. I know of 
no manner in which the exact value of advertising can be 
measured. 

In sales letters and other mailed matter the replies give a 
fairly accurate figure, but in newspaper and periodical adver- 
tising, although devices for replies are frequent, these replies 
cannot be taken as a reliable indication of the value of the money 
which you have expended. The return coupon method and the 
"mention the n:iagazine'' method, or even the fake department 
idea (that is, asking the reader to address department 225J, 
there being no such department, and the S3nnbol having been 
adopted merely to indicate the publication in which the adver- 
tisement appeared) all fall down with the better class of customer 
— the class one s^s. 

The business man of today, if he sees something that he wants, 
makes a note of the name and usually dictates a letter. By the 
time he comes round to the dictation he has more than likely 
forgotten all about your elaborate department scheme, and, ii 
he does remember where he saw the advertisement, he will 
certainly not bother to tell you. Of course, he will not use the 
coupon, and, by the way, only about one coupon in every 
thotisand is considered of suflBcient value by the advertiser to 
be made large enough to hold an ordinary name and address. 
The real value of advertising is what someone has called the 
''rain and sunshine value'' — the repetitive bringing of your 
article to the attention of the reader through attractive copy. 

If you have your advertising classified somewhat as I have 
suggested, you can regulate the expenditures according to your 
sales. I would suggest that all advertising be regulated on an 
empiric basis with the thought, however, always in mind, that 
the best and most permanent results from advertising are to be 
gained through long campaigns — that is, by making the name of 
your product so familiar to the reader that when he comes to 
buy a certain article, your name is instantly implied by the very 
mention of the article. Authorities agree that one of the high- 
est purposes of advertising is to make your own name the CQmo- 
nym for a type of goods or service* 

The other divisions of selling expense are plain enough. 
If your office costs too much in any one month, the expense 
analysis will demonstrate that fact and you can investigate; 
and 80 on through the various items. 
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It is always desirable to reduce the subsidiary expense 
account to a percentage of the total expense, and also to a 
percentage of the total selling expense. When these are tabulated 
you can grasp proportions of your expense. 

Knowing your percentages, you have a basis for comparison, 
not only with what you think the expense ought to be, but 
with the performances of pther concerns. 

The Distribution of Expense. The distribution of selling 
expense to the product offers a sUght difficulty. The usual 
method is to divide it on the gross dollar, and we thus have a 
figure for gross selling price, less so much per cent for selling 
expense. Back in the chapter on materials (Chapter XVI) on 
page 223, we had a case of the raw materials which went into 
process at a flat price and which came out in many different 
grades, all requiring different costs in manufacture and each 
with a different sales price. We were then up against deciding 
whether or not raw material charges should be on the raw vol- 
xune or on the finished product, and it was shown that the best 
method was to charge the raw material in a ratio correspond- 
ing to the net profit on the sale price of the finished article. 

Precisely the same principle may be, and I think should be, 
appUed to the distribution of selling expense. That is, the 
article which brings in a manufacturing profit of 13 should carry 
three times the selling burden of that article on which there is 
only II profit. It is reasonable to suppose that an article which 
brings you a profit of $3 is three times as hard to sell as one with 
a profit of $1, for the less profit you seek the less competition you 
mvite and therefore it should take three times as much selling 
expense to sell an article on which the profit is $3 as that on which 
only II profit is sought. Instant exceptions to this rule come to 
mind and therefore I shall say that it is not a rule — ^but a thought 
to be applied in the distribution of your selling expense. 

A final point. Whenever possible, make direct rather than 
indirect selling charges. If you can so regulate your advertising, 
your salesmen, and other commonly indirect selling expenses, so 
that they apply only to a particular division, by all means do so. 
The direct charge is always more accurate than the indirect. 
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CHAPTER XX 

TYING ALL THE COSTS INTO THE 
GENERAL ACCOUNTS 

COST accountancy is the current recording of operations. 
We have considered it as a separate department of accoun- 
tancy and thus one might think that the compr^ensive 
recording of the activities of the business is divided into two 
distinct and apparently unconnected sections — ^the business ac- 
counts and the cost accounts. In fact they are coimected. 

The cost accounts fit into the business accoimts at every point, 
and it is from the general books of the company that we gain a 
constant check on the cost figures. In the chapter on the trial 
balance (Chapter IX) and in the supplementary chapter on the 
statement of operation (Chapter XIV) we saw how retrospective 
costs could be made up from the historical accoimts. We also 
saw that it was possible to bring those costs down to considerable 
detail, although not in sufficient detaO for intensive cost study. 
The diief objection to the method was that we never knew how 
much anything cost until after taking a physical inventory of 
what we had in hand. Just as we could take the figures in the 
trial balance and from them calculate costs, we can also work 
from the other end — ^take the cost figures and reconstruct the 
trial balance, and thus absolutely check results. 

It is necessary to check costs. Despite the confidence one 
may have of the accuracy of all the figures, some of the totals 
are based on estimates, and we cannot know if these are accurate 
without the agreement of an opposing record. No bookkeeping 
is complete unless each of its operations has a proof coming from 
an outside source. Otherwise no matter how complex are our 
books, we are following only the single entry system. 

I have repeatedly said in the course of this volume that the 
accounts of a business are all correlated and that good accoim- 
tancy will afford a complete interlocking exhibit of every phase 
of the busmess. Fitting the cost into the general books will now 
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make that statement good. In theearlier portions of this volmne 
I have treated of all of the business accounts, and therefore here 
it will be necessaiy only to mention the accounts by name. I 
say that I have treated all of the accounts; it would, perhaps, be 
more accurate to say that I have treated all types of accounts. 
No general book on accounting could hope to eidiibit every pos- 
sible account division or to give every name by which that divi- 
sion may be known. 

The function of the business accounts was to show, by the 
comparison of the asset accounts with the liability accounts, the 
exact condition of the enterprise. We saw that the critical 
figures in the ascertaining of condition were the inventory of 
material and supplies, of goods in process and finished goods 
and that the books afforded no clew to the value of these several 
items. The great objection to taking off a statement of condi- 
tion at stated interval was the necessity of an inventory, which, 
in a biisiness of any size or complexity, might easily be a matter of 
considerable expense and inconvenience. 

The cost system gives the missing figures. It tells what has 
become of the goods and of the labor, how and in what amount 
they have gone into goods in process or into finished goods, the 
amount which should be char^ to the goods which have been 
sold, and thus we are now prepared to construct a statement of 
condition in any necessary detail and without inconvenience. 

Checking the Costs into the General Books. The items 
thus obtained through the cost system check back into the gen- 
eral books; while we are taking the statement of condition, we 
are also checking the accuracy of the cost accounting. 

How the two systems intertwine is graphically illustrated in 
the large chart given as Form 02, shown on Insert XII, which 
is folded separately and laid into the back of the book. 
From this chart you can discover where and how the various 
accounts interlock. 

The general business has on its ledger a number of nominal 
accounts which are classified broadly as manufacturing accounts. 

The materials account b^ins on the debit side with the 
inventory of stock on hand at the beginning of the period and 
continues with the posting of the cost of materials purchased 
from the charge r^;ister; the sum of the debits is the worth of 
the material on hand or that whidi we bought diuing the period. 
The material is taken .out of stock by requisition; the total of the 
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requidtions shoiild should be the amount of material which has 
gone into the work in hand. The total taken by adding the 
requisitions should equal the material charges from the job 
cards in the cost sjnstem. The amount so withdrawn is credited 
to the material account as going out to goods finished or in proc- 
esSy which accoimt receives the amount as a debit. 

Precisely the same procediu^ is followed in the supplies 
accoimt, except that, instead of closing to goods finished or in 
process, the credit is to manufacturing expense, and manufactur- 
ing expense takes a debit in the like amoimt. 

The productive or direct labor account takes its debit directly 
from the charge register; the credit is for the entire amount and 
is made to goods finished or in process because the labor has 
gone directly into the product; therefore goods finished or in 
process takes a debit. 

The wages of non-productive labor follow a course similar to 
the supply account and reach the manufacturing expense account 
as a debit. 

What Manufacturing Expense Is. Thus we have the 
account for the work whidi we are doing charged with materials 
directly used therein and with the labor directly expended thereon. 
The other items of the amount which we have spent in our 
manufacturing are, for the moment, suspended in the account of 
manufacturing expense. 

The manufacturing expense account should represent all the 
' moneys expended during the month for manufacturing purposes 
and which have not already been charged into goods finished 
and in process as direct labor or material. The items reaching 
this account will arise directly from the charge r^bter, from the 
supply requisitions, from the non-productive payroll, and from 
the accrued itemq of a more or less fixed nature, such as depre- 
dation on plant and equipment, taxes, insurance, and the like. 
The accrued items or prepaid operating expenses are so termed 
because they are really annual or term charges and are to be 
reduced for current purposes to a monthly basis. 

Thus, insurance being paid in advance, it would not be fair 
to charge a single month's operations with the total payment, 
because that month has taken only one twelfth of the year's 
expenditure. The total of all of these items are eventually 
accounted for, but they are held in the various subsidiary ac- 
counts and become expense only as consumed. We therefore 
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make a monthly journal entry of the proportionate share of 
such expense and post as a debit to the manufacturing expense 
account. The manuf actiiring expense account is then dosed out 
to goods finished or in process. 

In our cost system, manufacturing expense was collected 
upon the departmental expense analysis, the fixed charges being 
proportioned; the sheets containing the details of the items 
are expressed only in totals on the general books. Therefore the 
various totals of the expense analysis sheets should be identical 
with the ledger account of manufacturing expense. The sum- 
mary sheet of the expense analysis will thus check back with the 
led^ accounts and give complete proof of the accuracy of the 
cost distribution. 

Referring back to the chapter on purchasing (Chapter V) 
it will be noticed that in the charge register a separate division 
was made for selling expense. From the charge register comes 
the debits to the ledger account of selling exp^ise. As in the 
case of the manufactiuing exp^ise, the deteib in the cost sjrstem 
come up through the summary of selling expense analysis and 
the subsidiary sheets. The totals from the summary must 
check with the selling account in the ledger. 

Handling Finished Goods and Parts in Process. The 
purpose of manufacturing is to produce goods. The books 
chronicle the business progress; therefore all manufacturing 
accounts eventually merge in goods finished or in process. This 
ledger account starts wi^ the inventory of the beginning of the 
period and receives debits for material, productive labor, and 
manufacturing expense. That is, we start the account with 
what we have on hand and add to it the mon^s whidi have been 
laid out in order to buy and fabricate goods. It is the record 
of what we have done diuing the month in the way of production. 

Certain of the goods are in a finished state ready for shipment. 
We know their number. If we multip^ this nxmiber by the 
cost per article, as taken from our cost system, we shall have 
the finished cost of that which is ready for sliipment. This 
amount we can credit to goods in process and debit a new account 
entitled finished goods, if we desire to keep separate tally of that 
which is ready for shipment and that which is still in the process 
of making. 

If, however, the volume is not sufficiently large to warrant 
the two accounts or if there is no particular desire to separate 
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them, then we retain all of the goods— whether finished or in 
process — ^in the one account entitled goods finished or in process. 

As goods are shipped, we multiply the nimxber shipped by 
the cost per unit, cr^t the total to goods finished or in process, 
and make the debit in a new accoimt, cost of goods sold. If 
both the goods in process and finished goods accounts are carried, 
the final credit is to finished goods instead of to goods in process. 

The balance in the finishied goods account always represents 
the cost value of that which is on hand ready to go out on orders. 

I have treated each of these accounts as inclusive heads. 
They should not be inclusive unless the concern makes only 
one line, for otherwise why go to a vast amount of trouble to 
secure details on costs and then abandon them in an omnibus 
account? Grouping accoimts defeats one of the main piuposes 
of cost accotmtancy, which is to afford detailed comparisons in 
order that manufacturing wastes may be eliminated. 

The foregoing accotmts will serve as models for the accoimts 
subsidiary to them which will be identical in form. These 
subsidiary accotmts should give the details of each kind or type of 
article which is manufactured. That is, they should be arranged 
so that like can be compared with hke and thus permit the 
manufactiu-er to know where he is making money, where he is 
losing money, and where economies or better management will 
be in order. 

We now have all the facts for a statement for the month or 
whatever period has been chosen. The inventory difficulty that 
hampered frequent business statements has disappeared. Our 
inventory is on omr books and taking off a statement is purely a 
bookkeeping matter. 

Determining the Frequency of Making Statements. 
How often should such statements be compiled? Here again 
we must consider the personal equation and the nattue of the 
business. I would say with some positiveness that they should 
not be less frequent than once a month; in some concerns, once a 
week is desirable; and there may even be cases where a daily 
exhibition is usefid. But as I have said before, daily and weekly 
statements may be a source of trouble, and they should be 
supplemented by monthly statements and also by quarterly and 
annual ^statements. Business does not change much from day 
to day. The figures which we obtain will not convey much 
unless they can be compared with the figures of similar periods. 
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and these periods are valuable only as they give a perspective 
of the business. 

For instance, it would not tell us anything in particular to 
compare January 20 of this year with January 20 of last year, 
becMise one of those days might have been in the middle of a 
blissard, or of an ^idemic, or surrounded by some conation 
which made it totally unrepresentative. But did we compare 
the two months of January then we should be apt to hit an 
average; or, if extraordinary conditions obtained in one month 
80 as to take it out of the normal, then it would be possible to 
make a note explaining the circumstances. My general con- 
clusion is that statements are not commonly of much value 
when taken more frequently than monthly; although, of course, 
that which I say must be qualified by circumstances. 

Handling Sales. The item which has not yet been touched 
on is sales. The gross sales are entered in the accoimt of that 
name. The total credit entries minus the debit postings from the 
cost of goods sold gives the gross trading profit. From this 
total, deduct the selling expense and the result is the net profit 
of the period. 

The statements may be elaborated to any degree. An 
excellent type for a business manufactiuing a variety of lines 
is shown on Insert III. There the profit or Ides was carried 
by lines manufactured and the cost summary made up from all 
of the several operations. Where a profit is made the total shows 
black, where there is a loss, red. The executive, merely by 
runxiing his eye along the totals, finds the weak spots— the spots 
to which he must give attention— glaring out at him in red. 

If the product is sold through salesmen, another summary 
should show the marketing by salesmen with the profit or loss 
on each salesman. And again it is often valuable to arrange 
the sales territorially — either by selling divisions or by states. 
Territorial statements afford a splendid check upon the tendency 
to give full sway to the mere pride of selling everywhere. 

It may be good policy to sell everjrwhere at one price, but 
undoubtedly there should be no conclusion in the mind of the 
management as to the relative values of sales in different sections. 
Knowing these relative values, then the prices, credits, and in 
fact all of the details of the busincsss can be given executive 
regulation. For instance, the credit losses in sozne states may 
make it necessary to point out to the credit department that 
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unless business there can be done on a cash basis it will not be 
profitable to selL 

Had the statement brought the burden of all credit losses 
back on the product we should have found that the bad debtors 
of, say one or two sections, were raising all our prices, and putting 
us at a disadvantage with the man who was not indulging in the 
luxury of selling in sections where credit was abnomxally bad. 

The number of executive reports which can be arranged from 
the data included in the detailed monthly statement is ahnost 
infinite. Any fact concerning the business may be had, and just 
how these facts are to be arranged will depend upon choice. I 
have indicated policy types. They are not inclusive — ^they are 
only suggestions which it is hoped will be stimulating. But 
the owner or the executive who wants to see success, will un- 
doubtedly have his own ideas of the facts that he pa^cularly 
wants to know. 
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CHAPTER XXI 

ACCOUNTING FOR THE MAN WHO SELLS 
PERSONAL SERVICE 

THE most complicated problems of cost accountancy 
naturally arise in manuf actiuing, because there we have the 
critical point of distributing the overhead burden. When 
the manufacturer also sells his product directly or through 
agents, he had in some measure nearly all of the known problems 
of accountancy in their simple or in their more complex forms. 

The application of cost accountancy to any section of com- 
merce whose activity is less than that of a combined manu- 
fabturing and selling organization is a matter of lopping ofif 
here and there. 

Take the man who sells only services — a professional man or 
a contractor who agrees only to construct and not to furnish 
materials. There are so many lines that fall under this inclusive 
head that it is useless to try to eniunerate them and, in addition 
to the easily classified, one has the various gradations which 
have some of the earmarks of manufacturing and merchandising. 

There may be a material chaige but, as in the case of a 
contractor, it may be entirely a direct charge to the job, so that 
what he actually sells are the services of his organization. In 
ahnost any case where the material comes in finished form, and 
the sole questions is its installation, then that business falls into 
the class of service selling as distinguished from manufacturing 
or merchandising. 

Since in service selling we carry no stock and do not manur 
factm^, we are at once rid of the charge for materials and for 
factory overheads. We have already seen in the chapter on 
manufacturing expenses that in no event should overhead be 
apportioned on the basis of the value of material. Therefore if 
material be supplied by one who sells principally services, the 
material charges (handling, freight, and so on), wHl all be direct 
charges against the particular job. 

280 
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Supplies are absorbed in the overhead expense; our business 
is really to sell services, thus the overhead arising from supplies 
finds its way into selling expense. 

The big item is labor; and here some of the methods of time- 
keeping outlined in Chapter XVII on factory labor, may be used. 
Job cards should be provided for each man for each job, or, if a 
considerable number of men are employed on identical tasks on 
the same job, then all of these men can be carried on the same 
sheet with divisions noting the time of each. That is, instead of 
the labor time origin]ating on job cards and eventually finding 
its way into a smnmary, the summary may be made at once. 
The time from the job cards should be checked with the number of 
hours of available time in order to check the payroll, for it will 
sometimes be found that a workman will turn in a munber of 
detailed records, and having guessed at the time for each job, 
his total chaigeable time will exceed that which he could possibly 
have worked. 

It is always desirable to put the divisions of time on the card 
itself so that the operator need only check off these divisions. 
If he is permitted to put down his total time, he will guess at it. 
If he actually spent 2^ hours, he is apt to chaige either 2 hours 
or 3 bom's — ^usually tiie nearest time that may be expressed in 
round figures. As in factory labor one must know exact times of 
labor so that the idle hours may be picked out and charged to 
overhead or studied and eliminated; hence an adaptation of 
Form 79, given on page 235, is desirable, except where there is a 
timekeeper on the job itself. 

Handling Traveling Expenses. If the employee travels 
and is for a period under his own direction accruing expense 
both for salary and for traveling, the form of expense and time 
report given in Form 51 shown on page 120, cannot be bettered. 
This form not only apportions the time to the job or jobs, but 
it also gives on the same sheet his standardized traveling 
expenses; standardizing expense is most desirable. 

You say in effect to your employees: "You can spend what 
you like on your traveling, but I shall allow only according to a 
certain fair schedule of rates which is provided on the back of the 
expense sheet.'' Thus you can estimate in advance precisely 
what the traveling and living expense will be and put an other- 
wise uncontrollable item into the controlled class. You can tell 
a client in advance precisely how much he is going to be charged 
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and avoid the disagreeable features of an argument over expense. 
If the rates are fairly fixed, the employees have no ground for 
complaint. The extravagant men who spend over the fixed rate, 
spend their own and not yoxu* money; the careful men keep 
within the fixed rate and they make money. In fixing a rate, 
one should calculate sums that would exactly repay an ordinary 
man on his outli^y for comfortable living. Then the extraordinary 
man will either lose or make money accordiixg to the bend his 
mind takes. 

The point intmickiiately arises in any case of traveling to 
outside work, whether it be a journey of one half hom* in the city, 
or a journey of a day or more in the country, as to when the time 
with which the customer is to be charged begins and also how 
much of the traveling expense is properly his. 

Suppose you have an office in New York and you are called 
to a job in Pittsbiu^. The men whom you want to send are in 
Boston. Should you charge your customer with the fare and 
time from Boston to Pittsburgh? Of course you should not. 
Suppose the men whom you wanted to send, instead of being in 
Boston, were in New Zealand? I think that answers the question. 

The time and the traveling expense to be charged must be 
calculated from your own office to tiie job; and if you take a man 
from another point — although, of course, you must allow him his 
time and expenses in reaching the job — ^you can charge the 
customer only with the expense and time which it would require 
to make the journey from yorn* own office. Thus you lose money. 
But, conversely, if yoiu* employee happens to be at a point nearer 
to the job than yorn* office, you will properly charge fare and 
time as though he had come from your office — although the fare 
and time might exceed that actually spent. In the one way you 
lose money and in the other you make money, and it more or 
less evens itself up in the end. 

The Place of Office Burden. The overhead or bimien con- 
sists of office expense, supervision, and other obvious items de- 
pending upon the business. It is gathered with an expense 
analysis sheet precisely as is manufactiuing and selling expense. 
The total of the overhead is treated as a selling expense and is 
distributed on the hourly basis over your normal productive 
working force. 

For instance, if your normal force be 10 men and you pay 
them for 54 hours a week or 225 hoxms a month, you will have a 
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total working month of 2,260 hours. This divided into your 
overhead expense will give you the amount per hoiu* to be 
charged to the men's time as overhead. 

Handling Dull and Rush Seasons. If you take on addi- 
tional men for a particular job and not as regular employees, 
the time and the expense of those men will be charged directly 
against the job and they will not absorb a share of the overhead 
burden. In most cases where services alone are sold, the organi- 
zation is largely executive and fairly stable in character, and 
therefore it would be unwise to lower the overhead each time a 
temporary addition is made. It is better to treat the extra men 
as direct charges — ^just as you would material. 

If, however, an abnormally duU season compels the cutting 
down of the permanent force, you will have, of course, an increase 
in overhead because there will be fewer hours to divide into the 
total expense. Probably the total of your overhead will also 
decrease, so that a new calculation would not be very different 
from the old percentage. But if there be a radical rise in the 
overhead, I think that it is better practice — unless the rise 
threatens to become permanent — ^to treat the added overhead 
as an abnormal expense. This principle was quite fully discussed 
on pages 265 to 267 in connection with abnormal and subnor- 
mal manufacturing expense. 

In every oflSce, clerical work, report typing, or other inside 
matters directly chargeable to a particular job, diould be treated 
as direct charges and not as a part of the overhead. If one makes 
up an extensive set of plans or an elaborate report, the charge is 
certainly against the man who orders the work and should not 
be distributed as overhead, consequently loading up another 
plan or report. Cards corresponding to '^job cards'' should be 
provided for such of the office force as do not work exclusively 
on overhead affairs. Their time, taken off, will go either to 
direct charges or to expense. 

Smmnarizing the Charges. The summary of charges in 
the sale of services is quite simple, and an excellent form which 
may be adapted to other lines is shown on Insert VIII. 
Here the facts of the contract or the job are given at the top. 
In the colmnns provided are fibrst charged the fees and the 
expenses accordii^ to the rate in vogue. Then follow fom* 
columns devoted to cost : fibrst, the salary and the expense which 
is chargeable and, second, the salary and expense which is not 
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chargeable; the '^non-chargeable'' being such items of actual 
time or expense as are not devoted to tiie job or operation, as 
where the journey is made from a point further away from the 
installation than your own office. Tlien the direct office expenses 
are put in from the cards. 

Thus we have the exact cost, the salary items having 
accumulated their proper share of the overhead. 

The amount of the final fee charged is based on whatever 
percentage or other method fits the case. A contractor 
will base his fee on a percentage of the cost; the professional man 
may also adopt some such method, or may regard his costkeeping 
only as a means of knowing the proper charge minus his own 
skilL He will assess his skill on tiie basis of tiie benefit he has 
given to the client, and in this case the actual fee may have no 
relation to the costs incurred. But, even in such an* event, 
the cost records are of value, for one must know how much of 
his income is profit and he must have some intelligent method of 
ascertaining the net cost of his own services. 

I have only indicated methods because the principles have 
akeady been given in the chapters on manufacturing costs — 
many of them are applicable to the man who sells services if 
only he omits that which he does not need. 
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CHAPTER XXn 

ACCOUNTING FOR THE RETAILER 

NO theoretical difference exists between the accounting of 
retail merchandising and that of tiie scdling side of 
manufacturing; the same principles hold for each, but 
their practices diverge sharply. The most diversified manu* 
facturing business has, compared with a retail store, com- 
paratively few different kinds of articles; the manufacturer 
must of necessity arrange his costs and his sales by units, and 
althfAigh the nmnber of units may be very large, their classi- 
fications will seldom be numbered above the himdreds. 

The retail store, on the contraiy, has thousands of units 
where the manufactiu^er has hundreds— and in the case of a 
department store or a general store, it may be millions instead 
of himdreds. It would be entirely possible to carry on retail 
accounting by units and the results obtained would be satis- 
factory and acc\u*ate — but the labor involved would be 
tremendous. To carry the separate units through inventories, 
costs, and the like, in a large department store, would require 
in the cost department ahnost as many clerks as there are 
salespeople in the selling department. The finding of the cost 
of doing business would more than absorb any possible profits. 

If the retail store should have but a very few lines— as in the 
case of a small nmnber of extremely expensive specialty shops — 
then the unit system of accounting and costkeeping as outlined 
in the manufacturing sections of this book could successfully be 
used, with only the omission of such accoimts and such pro- 
cedures as are provided for operations which do not come within 
the comprehension of the retailer. However, the number of 
shops which are in a position to make such adaptations are so 
few that they need not be considered. 

Determining the Basis of Merchandising Costs. Since 
the nmnber of separate articles is so great that unit costs are not 
feasible, we abandon unit costs as a basis and work with the 
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selling prices of lines in departments (except in the case of 
individual articles of great value^ such as expensive pieces 
of jewelry on which we may keep individual costs). The selling 
figure is adopted because it is by that price that the goods are 
known throughout the store, and it would be confusing to 
introduce the price at which the goods had originally been 
piu-chased. 

In manufacturing we dealt with the cost price and the 
margin of profit; their sum was the sales price. Now we have 
the selling price and the ''i£iark-up/' We use the selling price 
in most df our calculations and this, less the '^mark-up/' will 
give the purchasing price. Except that we, so to speak, work 
backward, cost finding in retail merchandising is not very 
di£ferent from cost finding in manufacturing. 

Many of the principles previously explained in this book 
are, with slight changes, adaptable to any kind of retail m^- 
chandJBing and the keen merchant will imdoubtedly be able to 
adopt, for his own system, much of that which has ab-eady 
been given. For instance, the chapters on purchasing, payment, 
the money coming in, the closing of the books, the statement of 
condition, depreciation, and the appraisement of good will, 
contain methods which may be used by anyone. But, as I 
have said in almost every chapter, no set of forms and no rules 
other than the fundamental rules of bookkeeping can be adopted 
blindly by any business. One retail store, by reason of its 
conditions, may require an accoxmting which, in detail, will be 
quite different from the store across the street — ^but the prin- 
ciples will not change. 

What Is a Department? I have chosen, to illustrate the 
accounting of retail merchandising, a department store of 
moderate size located in a city of about 1,000,000 people. The 
procedure was installed by me and has been in successful opera- 
tion for some years. I have chosen a department store in order 
that as many as possible of the varied phases of accoimting may 
be included. But this choice does not mean that the methods 
discussed are only for a department store, and also it does not 
mean that because you do not call yourself a '^department store'' 
that you are not one. Nearly every store is the better for being 
divided into accoimting departments, although it is entirely 
unnecessary, except for the convenience to customers and the 
disposal of stock, to make a physical division. 
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Take any hardware store. It will carry hardware of various 
kinds— ranging from nails to lathes— and will probably idso 
include paints. The ordinary drug store will be at least divided 
into prescriptioUi patent medicine, and soda water sections. 
The haberdashery will certainly have departments for underwear 
and shirtings, gloves, ties, collars, and so on, with possibly hats 
and some form of ready-to-wear garments. All of these stores 
are department stores; the tenn does not necessarily coimote a 
ten-story building filling a city block. The concern occupying an 
eight by twelve hole in the wall may be, in its way, as much of a 
department store as Wanamaker's or Marshall Field's. 

In the chapter on manufacturing expense (Chapter XVIII) the 
necessity of dividing a factory into departments, throughout 
each of which the same conditions would obtain, was shown. 
In retail merchandising a like division should be made— and 
much of the accuracy of the accoimting in merchandising will 
depend upon the judgment with whidh the store is depart- 
mentalized. Acc\u*ate costs cannot be had if perishable goods are 
grouped with staples. Women's hats, whidi lose almost their 
entire value after one season, cannot be placed in the same 
department with linens. Therefore, put only one general line 
into a department; the guide is common sense. Too many 
departments make tJie accoimting too expensive; too few depart- 
ments make the costs too general. 

The Reasons for Frequent Turnovers. The compelling 
idea in all accounting is to learn how and why we make money — 
conversely, how and why we lose money. Such studies cannot 
be made from bidk figures, but only from records which narrowly 
confine their subject matter in order that the weak and the 
strong portions may be localized. We make a profit by 
completing the cycle of business; that is by laying out money in 
the purchase of goods, selling those goods at a higher price than 
we paid for them, and thus bringing in to us more cash than we 
started with. If we complete this cycle but once during the 
year we shall make but one profit, but if we complete it 10 
times during that period, we shall have 10 profits. 

The completion of a cycle is called the turnover of a stock, 
and the niunber of times that we tiun o\u* stock during the year 
is oiur rate of turnover. The rate of turnover is the controlling 
factor in the retail merchandising of today, and the eternal 
problem of the merchant is to so adjust his costs and his profits 
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that a reasonable rate of turnover may be had. What is reason* 
able is a question of circumstances. The store dealing in pearb 
could not have the rate of a well-managed 5- and 10-cent store. 
The high-priced specialty shop must usually be content with a 
lower rate of turnover than the shop which makes a specialty 
of selling popular-priced clothing. 

We must know oiur rate of turnover as a whole — but that 
knowledge will not be an aid to increasing o\u* profits unless we 
know the component departmental rates of turnover. The 
more closely we departmentalize, the more detailed will be our 
analysis of om* rate of turnover, and therefore we shall be better 
equipped to deal with the problems of increasing the revolutions 
of our business cycle. 

Various methods by which rates of tiunover may be increased 
and the yearly profits swelled, belong to the subject of mer- 
chandising in general and not to accounting, but the business 
man cannot apply the great mass of merchandising knowledge 
which now exists, unless his accoimts are so ordered that his 
business is constantly dissected before him. Therefore the 
foimdation of increased profit and better busmess is accurate 
and illuminative accoimting. 

The bookkeeping of too many stores is a mere record of 
purchases and sales and contains Uttle more than the bare facts 
of what we bou^t and what we owe, of what we sold and what 
is owing to us, and the cash that we have in bank. With only 
such records as these the owner or executive cannot do more 
than guess, and if his business succeeds it is merely because he is 
a good guesser. The best business men are good guessers, but 
they restrict their guessing to estimating the tastes of the public 
and do not bring their speculative faculties to the task of esti- 
mating the progress of business. 

The Fundamental Books to Keep. The books which I 
advocate for any retail merchandising enterprise, even of the 
very simplest description, are four in niunber. They are: 
(1) the charge roister (sometimes called the merchandising 
and expense roister), which has displaced the cumbersome 
journal; (2) the daily sales register; (3) the cash book — ^the 
form of which will depend upon the size of the business; and 
(4) the general ledger. 

These may be supplemented by any niunber of subsidiary 
accoimts and books which the nature and size of the enterprise 
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demands. Hhe forms of these books will be taken up as the 
chapter progresses. 

Purchasing for the Retailer. Good selling is predicated 
upon skilfid buying; practically all of the purchiase forms and 
machinery which were outlined in Chapter V can be used by the 
retailer — ^but with discriminating changes. The doctrine of 
maximTim and minimum stocks can be employed to great 
advantage, but a wide range of discretion must be exercised in 
fixing the amounts. In the staple articles the determinations 
are not difficult, but in the purchasing and maintenance of 
stocks of seasonal articles, tiie real ability of the merchant 
comes into play. 

A shortage report in a form similar to that used in a manu- 
facturing store room may be sent to the purchasing department 
by the stockkeepers for all of the staple lines; but since the 
buyer is providing for a public instead of for a series of man- 
ufacturing processes, he will not confine himself only to the 
replacement of the goods which are commonly carried in the 
inventory, but will constantly seek to add new articles and to 
discard obsolete styles. But he carries many staples and his 
records and files should contain the performance records and 
the quotations of each of the various manufacturers and jobbers. 

All goods should be ordered on a purchasing form. Any 
form given in Chapter V may be varied to suit the especial needs, 
observing always the point that it is well not to have on the 
copy which goes to the receiving clerk any clew as to the quantities 
ordered, so that he may be forced to an independent coimt. 
An excdlent form in triplicate (the first copy going to the seller 
and constituting his authority for shipping the goods, the second 
copy — ^without quantities — ^to the receiving clerk, and the third 
copy for filing among the buyer's records) are Forms 22-A to 
22-E, shown in Insert II. U the necessity compels a verbal 
order, it should be confirmed immediately by the form. 

Immediately upon sending out an order form, the receiving 
clerk should be given a copy, which he will file as his pennit to 
receive and check the goods when they arrive. When the ship- 
ment comes in, the receiving clerk makes out a report in triplicate. 
Spaces are provided on this form for the niunbers or initials of 
the particular employees who open and check the goods. .The 
origmal of the form goes to the buyer and he adds the price from 
the invoice which has ab*eady been given to him. He should then 
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exuminft the merchandise to asoertain if the quality is in aooord- 
anoe with instructions and then fill in the selling price. The 
eeoond copy goes to the auditor or bookkeeper who is thus 
notified that tihe goods are on hand and that tlie buyer shouldi 
within 24 hours^ return the invoice to the office. 

This makes the notification of the receipt of the goods auto- 
matic, and if the invoice is not turned into the office within 24 
hoius, an investigation can immediately be started. Without 
this notification the office would be required daily to ask what 
had been received, for otherwise the invoice might not be sent 
on to it and the highly important discoimt m^t be missed. 

On the buyer's copy should be posted a tag (Form 93) 
showing the total retail price of the lot purchased and the total 
anticipated profits or ''mark-up.'^ The third copy remains with 
the receiving clerk as hi^ Authority. If any of the goods are 
returned, a report in triplicate should be made out — ^the original 
going back with the shipment to the seller, the duplicate to the 
buyer, and the third copy bound into the permanent file for the 
receiving clerk. 

The office having received a report from the buyer has 
thereby its authority to mark the invoice for payment. 





INVOICE PASTER 
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Of course all of this formality will not be necessary in the 
very small establishment — but whenever a particular person 
takes charge of purchasing and another of receiving, adaptation 
of the records can well be used. The purchasing records are of 
the very highest value, irrespective of the size or character of the 
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business. One must have the facts m order to buy intelligently. 

The Charge Register. The invoice is now ready to be 
entered upon the charge register. The principle of the charge 
register has ah*eady bmi explained (Chapter V). Its scope in 
merchandising is greater than in any other Idnd of business 
because it can contain more of the charges— in fact it can hold 
nearly all of the charges of the establishnaent. A good retail 
form is shown at the top of Insert XIII. It contains at the 
left, a space for the date of the invoice, the name of the creditor, 
the amount of the invoice, and the coltunn marked "paid'' in 
which is stamped the date when the bill is paid. The other 
colxmms distribute the charges by departments. Each depart- 
ment takes foiu* colmnns. The fibrst is entitled ''selling price'' 
or ''merchandise at retail" and in it the gross retail price at 
which the lot is expected to be sold is entered. The next column 
is that of "mark-up" or "anticipated profit." The selling price 
minus the mark-up is the amoimt payable on the invoice and 
should equal the amoimt entered in the first column of the register. 
The lot totals of selling price and mark-up have akeady been 
added on the tag attached to the buyer's report. 

The next two colxmms take the expense of the department, 
one colxmm being devoted to the amoimt and the second to a 
description of the payment — ^that is the accoimt for which the 
payment was made. 

The width of the charge registerislimitedonly by the number 
of departments; but, for convenience, slip sheets should be used. 

To illustrate its use: Suppose we buy a lot of gloves invoiced 
at $100 which we expect to sell at $175. We diould enter the 
$100 and the name of the creditor in their proper columns, 
distribute $175 to the selling price column, and $75 in the mark- 
up column. A check on the accuracy of the figures is had by 
comparing the invoice colxmms with the total of the selling price 
colxmcms minxis the total of the mark-up colxunns. 

Invoices having been entered, they are filed in the maturity 
files, and any one of the varioxis procedures for payment, the 
selection of voucher checks, and the like— as explained in 
Chapter VI— may then be utilized. 

Only the monthly totals are posted from the charge register 
to the separate ledger accounts, which— as previously explained 
in Chapter V— is one of the great timensaving features of the 
charge roister. 
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The separate totals of the two items — ^the selling price of 
the goods and the mark-up, are posted to separate ledger accounts 
imder the same names. We do not keep individual accoimts of 
what is owing because the open spaces on the charge register 
opposite the creditor's name in the ''paid'' colimm will show the 
unpaid creditors. 

The relation of the mark-up to the cost of goods (the amount 
we credit the vendor) gives the percentage of anticipated profit 
on the cost, and the percentage of the mark-up to the selling 
price gives the anticipated profit on sales. These may be 
acciunulated by departments to give the anticipated profits per 
department and afterward compared wi^ the actual 
perfomtiances. 

I have had the buyer mark the selling price on the goods 
apparently without any relation to the cost of doing business or 
to any other factor. I do this because such is the way it works out 
in practice. It is the prevailing prices that govern in retail 
merchandising to a very large degree, and thus the cost system 
might to some extent be said to work backward; because, instead 
of fixing the selling price after knowing all the costs, we are 
compelled to fix it on what other people are doing. 

We shall later ascertain through the records, if the selling 
price, all things considered, is a profitable one. If we cannot 
sell any line at a profit in competition with other merchants, 
then the fact should be known. Or, again, we may discover that 
we can sell at a price less than that which generally prevails and 
thus xmdersell oiu* competitors. 

The buyer fixes his price largely with relation to competitors; 
but the wise buyer takes his ultimate selling figures all the way 
back to the purchase of the goods. He knows the percentage he 
must add for the cost of doing business; and thus, before pur- 
chasing, he will know whether the price quoted to him, plus his 
own cost of doing business, will permit of the articles being sold 
at prevailing figures and still return a satisfactory profit. 

Goods well bought are half sold, and here many matters of 
merchandising policy and practice enter, which have nothing to 
do with accoimting. 

The receiving clerk's reports are boxmd. If goods are on hand 
more than two or three months, or whatever tenn within which 
policy dictates that they should be sold, the executives should 
trace those goods back through the receiving clerk's report and 
gain the entire history of their purchase, and add the facts thus 
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obtained to the records of the bujdng department. Then plans 
for the disposal of the goods should be formulated. 

Making the Sales Records. The initial record of a sale is 
the sales ticket of the salesperson. Many forms of these are now 
used and the best form is merely that which suits the trade. 
In Chapter VIII the handling of cash sales was treated and the \ise 
of the cash register instead of sales tickets was discussed. It was 
there recommended that if the exigencies of the business pennit, 
that some kind of a sales ticket be used, in order that one person 
could be made responsible for the handing of all moneys; but the 
desirability of the various methods will depend entirely upon the 
character of the business. A great number of small sales— such 
as in a 5- and 10-cent store or at a bargain coimter— will be 
handled better with a cash register than with a sales ticket. 
The convenience to the customer must also be borne in mind 
and never be sacrificed for any added safety in the handling of cash. 

I know of a considerable nimiber of stores which lost business 
simply because they installed sjrstems of taking cash which 
caused long waits for their customers after purchase. The 
accountant, in his enthusiastic search for the perfect method, 
will sometimes forget that stores exist to sell to hmnan beings 
who are not in the least interested in the conservation of the 
store owner's fimds. 

A common form of sales slip (Form 95) makes a carbon 
duplicate; one copy goes to the cashier with the cash, and the 
other is wrapped into the parcel. The sales are summarized by 
the employee, either on a stub or on a form in the back of the 
sales book. By totaling the sales slips at the end of the day, 
the departmental sales may be had from the departments. 
The slips that go to the accoxmting office are sorted as they 
arrive and at the end of the day they also are totaled by depart* 
ments. Quite frequently a rule exists that the employees in any 
department may not leave for the day xmtil their total sales are 
made to agree with the totals of the accoimting department. 
Thus errors are disposed of at once while they are fresh in mind. 

These sales slips are also sometimes so arranged that they 
may be used as labels upon a finished package — ^in which case it 
is usually f oxmd desirable not to have the price paid appear on 
such portion as acts as a label This is merely a concession to 
the general objection, especially among women, to having any- 
one know how much they paid for a thing. 
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FORM 95: A tales tUp similar to this one is used 
by many retail establishments. It allows for a 
carbon copy vrbkh acoompanies the purchase. The 
oriemal* of course, goes to the cashier. The sales 
are summarised either on a stub or in the back of 
the sales book. Totals are thus easily arrived at. 




294 



Digitized by 



Google 



RETAIL ACXX)UNTING 296 

Handling Returns. A portion of the goods — ^for various 
reasons, good or otherwise — ^will be returned, either by requests 
to have the goods removed by the driver, or by the purchaser 
bringing them back. The non-accounting features of returns and 
credits are matters of individual policy. The return evil is 
expensive, but it is not a matter to be disposed of purely by 
figures — excluding of course those persons who use the pri\dlege 
to obtain articles for temporary employment with the idea of 
unfairly turning them back once the employment has ceased. 
Such people are, of course, to be run down. But, on the other 
hand, it is impossible to determine, except in individual instances, 
whether or not a customer does not buy more freely at a store 
where the retmn privilege is liberal than at one where there are 
no returns; and whether the additional sales do not thereby 
balance the imdoubted loss on returns. 

Salespeople should not be permitted to grant returns or 
credits, but this function should be centralized in an adjustment 
desk or with a department manager, with the thought, however, 
in mind, that the returns should not be made so cimibersome 
that ill feeling in the customer will be engendered. 

Form 96 is devised to take care of the returns through the 
delivery department. This form is made out by the office and is 
handed to the delivery man as authority to fetch the goods. 
The delivery men should not be permitted to receive goods 
without an order. Form 97 provides for cash refimds. It is 
formed with the same timensaving features that we used in the 
voucher check. The original is an order on the cashier to pay. 
With the single writing is also made a receipt from the cashier, 
while the third copy goes through to the sheet which is retained 
in the adjustment department as a record and check imtil for- 
warded to the office. The arrangement of the printed matter 
is such that a single writing of the payee's name and the amount 
records all three records. 

It is advisable, in all store records which must be posted to 
the ledger or of which further note must be made by the account- 
ing department, that if they are not in the looseleaf form, two 
books be kept altemating--one book always being in use by the 
cashier, adjustment desk, or whatever department is concerned, 
while the other is with the office for posting. 

Handling Cash Receipts and Disbursements. The sums 
disbursed by the cashier should be treated as explained in 
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Chapter VI, and his outlays should be liinited to amounts which 
cannot easily be carried throu^ the general payment scheme. 
The cash receipts book will follow the same lines as the book 
of similar title detailed on page 133, Chapter VIII, except that in 
retail merchandising we divide into cash sales, credit sales, and 
c. o. d. sales. The c. o. d. sales are charged temporarily to the 
delivery agent. Goods should never be sold on memorandum 
and no provision has been made for such sales. When goods are 
sent on approval they should be charged as a regular sale and the 
customer given a credit when they are returned. 
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Gathering Daily Sales Totals. The performance of each 
department is gathered daily into a hi^y important form 
known as the daily sales roister. This is divided department 
tally, and the departmental sales are subdivided into cash, 
charge, and c. o. d. Form 98 shown on the lower half of Insert 
XIII, gives the performances by departments. A further line of 
information on the salespeople witldn the departments may be 
compiled on Form 99, which is helpful in rating individual 
ability, and will permit wages to be based upon performance. 

Marking Up and Marking Down. The goods have been 
carried at the selling price. If they do not move quickly enough 
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we have hinted that the price should be marked down. In 
other cases — a very rare occurrence — ^the goods are marked up. 
If these changes in price are not somehow taken into account in 
our inventory, which is kept at the selling price, it will either be 
too high or too low. Tha:efore a ''mark-down'' or ''change" 
report, shown in Form 100, should be made whenever a depart- 
ment head, or whoever has the authority, decides to alter prices. 
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Entering Charge Accoimts. The charge accounts of cus- 
tomers, if not niunerous, may be handled as ah-eady explained 
in Chapter VII, page 114, but a more labornsaving method, and 
nearly the only method in large stores, is to post directly from 
day to day from the sales slips to the custom^s bilL The first 
carbon of the bill provides the store record, and at the end of 
the month the originals are taken out, totaled, and mailed. 

Sometimes the total is carried forward with each day^s pur- 
chase — ^which is a method even more labor saving. If an out- 
look envelop is used, no further clerical work is required. The 
monthly totals only are posted to the ledger. As the customers 
pay their bills, the carbons of their statements are removed from 
the file, and thus at the end of the month the bills remaining in 
file are only those past due. In very large stores these bills are 
divided among a niunber of clerks — each clerk being given charge 
of certain letters of the alphabet. A form of statement is shown 
m Form 101. 
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Distributing Expense. The distribution of the burden 
or overhead does not offer the difficidties which we encountered 
in manufacturing, because the proportion of indirect to direct 
expense is comparatively slight. 

All of the direct expenses go to the department from the 
charge register, and most other amoimts can likewise be entered. 
For instance, take advertising. The advertising manager esti- 
mates the value of all advertising space by square inches, the 
different positions in the copy and in the publications being 
arranged in a scale of values. The department whose goods are 
advertised is charged directly with its advertising according to 
the scale. The same methods are followed with the window 
space and bargain counters. The fixed charges are apportioned 
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on the square feet occupied by the windows and the counters. 
The windows and coimters thus have definite carrying charges 
accumulated on a monthly basis. By dividing the nimiber of 
hours in the month into this total, we have the rental for windows 
or coimters. The department using the window or coimter is 
charged with this rental. In some stores the spaces are auctioned 
to the buyers. 

Apportioning the Fixed Charges. The fixed charges of 
the establishment are accumulated as was described in Chapter 
XX, page 272; then the total is apportioned on a square foot 
basis and each department receives an overhead charge accord- 
ing to the nxunbear of square feet and the location it occupies. 

The administrative and general expense— with the exception 
of deliveries, which will be treated separately— is accumulated, 
and although it may be, it is seldom worth while to distribute it 
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by departanenta. Instead the total of these expenses is taken 
and compared with the total mark-up of the same term; the 
percentage thus derived is the total perc^itage to be added to 
the mark-up for this section of the overhead. 

Charging Deliveries into Expense. The delivery expense 
is often a very heavy one^ and the modem effort is to make the 
charge directly to the departments. . In the case of f umitiu^, and 
often in the case of jewelry, separate deliveries are maintained 
and the expense is carried directly to the department. Other- 
wise bulk deteratiines the distribution. The delivery depart- 
ment TnftinfjLiTm a tally shcct of the goods from each department. 




and on this tally sheet are marked classes. The classes act as 
units and are determined by bulk, expense of packing, and so 
forth. The mmiber of units shipped during the month, divided 
into the total expense of delivery, gives the cost per unit. The 
mmiber of units contributed by any department, multiplied by 
the unit cost, gives the delivery charge for that month. 

Determining Departmental Expense. The expenses of 
each department are covered upon liie same form of expense 
analysis as already given in Chapter XIX, and with the same com-^ 
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parison by month and by period. The items upon the analysis 
will, of course, vary. Most departments will be covered by at 
least the items shown in Form 102. 

The expense analysis may, if desired, be divided, as has been 
previously shown imder mani^acturing expense, into controllable 
and uncontrollable, and the totals then compared with the total 
sales of the department, which will give a percentage to be 
added to sales and which represents the overhead of that 
department. 

Handling General Bookkeeping. The bookkeeping of 
retail merchandising with the exceptions aheady noted, foUows 
entirely the lines that have been developed in the previous chap- 
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tersy insofar as the ledger and other accounts are concerned. 
The books are closed and the trial balance taken off in e3cactly 
the same manner — although as a matter of fact the books are 
seldom actually closed — and the statement of condition follows 
the previous Ihies. 

That which corresponds to the statement of operations of 
a manufacturing corporation should be taken off monthly by 
departments. A form is given in Form 103 which is practically 
self-explanatory. 
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A valuable item is the entry of the amount of the average 
stock of the year in order to compare the stock in the report 
with the average, and also the rate of turnover on the average 
stock. If a physical inventory has been taken, the figures of 
this inventory are compared with the inventory from the books 
and the difference noted. A report in this form gathered by 
departments at the end of each month will give the owner or 
executive an exact knowledge of the progress of his business, 
and, therefore, how he can better it. 

A detailed report, as given in Form 104, is also advised. This 
is a summary by departments, and gives the sales for the day, 
same day of last week, and the same day of last year. The 
letters F, C, S, R, show the weather on each of these days— for 
any retail merchandising comparisons which do not take into 
accoimt the state of the weather are of small help. The total 
sales are thus summarized and also the stock on hand. Below 
is the bank balance, the accounts receivable and the accoimts 
payable. This report keeps the finger of the executive always 
on the pulse of the business. 
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Shall We Include Interest on Investment? A consider- 
able niunber of retail houses charge interest upon their invest- 
ment. This phase of accounting was fully discussed in general 
on page 244, and the conclusion was there reached that interest 
on one's own money invested in one's own business is not a 
proper charge because it is confusmg a banker's profit with a 
business profit. 
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In some retail lines, for instance in the jewelry trade, the 
mterest is a very serious item* In fact many jewelers realize 
only a banking interest upon their investment; there are nimier- 
ous other lines where the rate of turnover is very low indeed 
because the stock is extremely expensive and the sales are infre- 
quent and usually of high imit values. This would seem to be 
a case for the addition of interest. 

The difficulty with the addition of interest to the cost of stock 
is basic. It is glibly said that money must be taken as always 
earning at least a banking profit, and that the merchandising 
profit does not begin imtil the banking profit has been withdrawn. 
Such, however, is not the case; money invested in business is 
merged in the business, and the matter of interest is not to be 
considered except in special cases where the money is placed 
with a business in some role between a share and a loan. The 
same theory applies to the owner taking out a salary for him- 
self other than the salary which he might be compelled to pay 
to a clerk whom he replaces. The choice has been made between 
a banking and a mercantile adventure and shoidd be adhered to. 

Slow-moving stocks of considerable value will accumulate 
much additional cost if interest be added from month to month, 
and the price at which they may be sold becomes so large that 
the drastic cuts necessary to move them are delayed. Stock 
may thus take on a prohibitive cost value and require a selling 
price which is far above the market — a high price which puts 
you at a disadvantage with your competitor who may not 
charge interest or who may have just bought his goods. 

The interest that you add is profit, and it is not to be dis- 
guised under any other form; money is not worth any fixed 
simi — ^it is worth what it brings in the employment to which 
you put it. If you have chosen merchandising, it is worth what 
it there earns and no more. To consider your money as both 
safely invested in government seciuities and also employed in 
your trade is absurd. The energy sometimes devoted to add- 
ing interest to investment had better be devoted to quickening 
turnover. When goods do not sell, make up your mind that 
you have made a mistake in buying, and that a loss is ahead; 
you will encounter the loss anyway, and it only seems worse 
if you make the face amount larger by the addition of interest. 
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CHAPTER XXra 

ACCOUNTING FOR THE JOBBER 

THE jobber bu3rs finished goods and resells them to the 
retailer or — ^if he handles a product which later enters 
into some process of fabrication — ^to the manufactiu^er or 
installer. His f miction is different from that of the broker who 
does not take title and merely acts as a go-between. The jobber 
actually buys, and one of the most important divisions of his 
business is purchasing when prices are low and selling when 
they advance. In this way he employs his capital to form a 
kind of trade reservoir to take the surpliis from the manufacturer 
and dole it out in smaller lots to the next intermediate consumer. 
He seldom has dealings with idtimate consumers. Had he such 
dealings it would probably be improper to term him a jobber. 
In actual practice, jobbing is often intermixed with brokerage, 
sales agency, or retailing. Properly, however, he is merely a 
distributor. He buys at the source and in larger lots than it 
would be profitable or feasible for his customer to purchase and 
he then sells in the amounts which his trade demands. His 
particular employment is then one of capital. 

In many commodities the jobber has an important part; 
in others, he is rapidly passing out and the manufacturers are 
dealing oirectly with the trade. Another assiuned role of the 
jobber — ^and one reason for his strong, indispensable position 
in some lines — ^is that he acts as a kind of banker for smaller 
men; because of his more intimate knowledge of his customers 
he is able to extend lines of credit which woidd be out of the 
question in the case of a national manuf act\u*er. 

The Principal Jobbing Expenses. The jobber does not 
change the form of the goods which he buys and therefore his 
purchases, whether of raw or of finished products, are simply 
bought at one price and sold at another with no expense of 
manufactiuing. His only expenses are the upkeep of his build- 
ings warehouses, fixtures, administration and oflice charges, 
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salesmen with their traveling expensee, salaries and commis- 
sions, packing and delivery. These are precisely the expenses 
of the selling side of a manufacturing business. The book- 
keeping and cost accounting of the jobber are exactly those 
alreiady given in conbection with selling by manufacturers. 

The principal expenses are those for salesmen and deliveiy. 

Salesmen dioidd be rated according to the profits which they 
turn over and also by zones in order that the whole selling field 
may be analyzed. 

It is highly important to form a ddivery system — ^if wagons 
or trucks are used — along the lines given on page 300 for retailing 
merchants. The circumstances are identical. Deliveries should 
be apportioned and charged according to lines and selling 
districts in the manner which has previously been pointed out. 

Although the bookkeeping and the cost accounting of jobbing 
are quite simple, nevertheless they are of high importance 
because the margin of profit on a specific sale is commonly small 
and the fair aggr^ate profit is gained by an exceedingly high 
rate of turnover. 

All the points in jobbing which have just been treated appear 
at length in various portions of this volume and it is recommended 
that such of these principles as are appUcable be studied in their 
relation to the improvement of the methods in a jobbing business. 
The procedures are not complex, but the opportxmity for com- 
parisons and checks is no less great and of no less importance 
than in the other divisions of business. 
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CHAPTER XXIV 

CONTROL REPORTS FOR THE EXECUTIVE 

THE reports which an executive should have in order 
properly to keep track of his business depend upon tibe 
exact position which the executive occupies in his organi- 
zation — that is, how closely he supervises detail and to what 
extent he is familiar with the routine of his business. 

The owner of a single factory of very moderate size woidd 
do well to examine practically all of the reports which have 
been mentioned in previous chapters. But the head of a great 
corporation with plants, stores, or branches all over the country 
would be swamped by so much detail. On any individual case 
the executive may be guided by his past experience; for instance, 
the man who has come up through the manufacturing side will 
probably think primarily of factory reports, while the salesman 
on the contrary will still look upon the summarizing of selling 
as the most important thing in his business. 

The point is that the individual preferences should be 
tempered and reports should be received by any executive 
which cover — ^however broadly — ^the entire range of the business, 
whether it be manufacturing, manufacturing and selling, mer- 
chandising, or any other variety of enterprise. 

From time to time in this volume, examples of proper and 
instructive reports have been given. The minimum of reports 
for any executive are those of the final results over a period, 
compared with preceding periods, a statement of condition, 
and a statement of operation, the latter in detail such as was 
exhibited on page 202. He should want to know the profit and 
the sales in each division of the business as well as upon the 
enterprise as a whole. Then if the results do not come up to 
his expectations he can call for further and more detailed reports 
such as for instance were given in Chapter XVIII. It would 
also be helpful for the executive to have before him a summary 
of the expense analysis. 

307 
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As we come down the line— that is, as we come closer to the 
actual transactions — ^the executive will require an increasingly 
larger number of reports because, if he is close to the detail df 
the business, it will be necessary for him to have detailed reports. 
The importance of pmodical reports cannot be overestimated. 

The department store head should have the daily summaries 
given in Chapter XXII while the owner of even the smallest kind 
of a retail store should compile for himself a weekly or at least 
a monthly report upon the same lines. 

No business, whatever its character or size, is too large or 
too smaU to be checked periodically, and the results over that 
period compared with the results of a former period. Without 
the comparisons, the possibility for the improvements which 
make for added profits and detailed business meUiods will not 
be realized. Most disastrous failures and all gradual, seeping, 
failures — ^that is, failures by what might be called attrition — 
would be prevented by proper pmodical comparisons. 

The Grraphic Representations of Accounts. Sometimes 
graphs of accounts aid an executive. The importance of the aid 
depends largely on whether the individual's mind best grasps 
figures or merely the relations of figures. In the latter case the 
pictures afforded by the graphs are most instructive. 

Practically everything in accountancy may be reduced to 
the graph form; for instance the relation of indirect to direct 
labor, the relation of selling expense to sales, and so on through 
the entire list of important relations. Or again the gross sales, 
the net sales, the surplus account, the bad debt account, or any 
other account of recmring totals, can be plotted by dividing a 
sheet of paper longitudinally into groups of dollars and verticidly 
into periods. 

Graphs are striking and, if the relations cannot otherwise 
be comprehended, should be used. They are especially helpful 
in talks to employees. But I do not recommend them for other 
than dramatic purposes. Their fatal defect is that they do not 
give the reasons. 

When Symbols Can Be Used. In usmg the charge 
roister, one is continually distributing, possibly a large mmaber 
of items, to many departments, and quite frequently the 
descriptions which it is necessary to annex to the charges are too 
voluminous for the space avidlable in the register columns. 
Then symbols are invoked. 
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Before making a system of symbols, go over the expenditures 
of several years and form a list of the various articles which 
have been purchased. Give each of these articles a number and 
then letter the departments of the business. Thus we have a 
department letter to designate the section to which the charge 
is to go and a niunber to denote the article purchased. Suppose 
we buy rubber gloves. Say that our symbol for rubber gloves is 
5. They have been bought for department A. Therefore, we 
enter in the charge register merely A 5, and this symbolization 
is carried throughout the bookkeeping. 

Symbols are in a degree time saving, but they can easily be 
overdone and too elaborate a system be constructed. Their 
chief diffictilty is that without an index the books are absolutely 
unintelligible; another difficulty of moment is that if articles are 
carried entirely by their symbols, the charges may easily be made 
to a wrong department and the error never discovered. This is 
upsetting to the general system. 

In executive reports and in all accounting short cuts, the 
thought should be to use those things which are convenient and 
time saving, but to use them as conveniences and not as part of 
a rigid system. It is so very easy to become enthusiastic in any 
of these matters, that I feel that I should constantly caution 
agamst riding away on bookkeeping hobbies. 
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